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CHAPTER I 
Purpose .2.f. ~ Study 
The major objectives of the study are: 
l 
1. To determine the subject promotion requirements for first-yea~ 
shorthand of the Oklahoma high school teachers. 
2. To determine bases of marking shorthand papers for the purpos~ 
of determining the subject pro otion requirements for first-year short-
hand used by the Oklahoma high school teachers. 
3. To evaluate these bases of marking shorthand papers and the 
subject promotion requirements for first-year shorthand in the light o:t 
opinions and practices of competent persons in the field. 
4. To provide data for recommendations relative to bases of mark-
ing the shorthand papers that determine subject promotion requirements 
for first-year shorthand and the subject promotion requirements for the 
course. 
The specific objectives of the study are: 
1. Do teachers base their subject promotion requirements partially 
on reading ability, on penmanship ability, on kno ledge of theory, or o.n 
any combination of these three? 
2. Do teachers base their subj ect promotion requirements for the 
dictation-transcription test on a percentage grading method, on mail-
ability of copy, or on a modification of the mailable copy? 
3. How do these bases of marking shorthand papers for the purpoae 
of determining subject promotion requirements and the subject promotion 
requirements for first-year shorthand compare with the opinions and 
practices of competent people in the field of shorthand? 
2 
4. How do the Oklahoma teachers administer the tests which deter-
Jnine subject promotion requirements for first-year shorthand? 
The need for this study was first expressed by the head of the 
Secretarial Science dep!lrtment of the Oklahoma Agriculture and .Mechani-
·Cal College. He had observed a wide range in the achievements of studeJ:tt 
who continue the study of shorthand in this institution after they have 
studied first-year shorthand in high school. These students all start 
with the first course of shorthand at the Oklahoma Agriculture and Mech, 
cal College because .of the indefiniteness of the value of high school 
credit in shorthand. All of the first course in which they enroll in 
this college id repetition of their higb school shorthand. Even though 
they have passed the high school shorthand course, some of them .fail this 
course in college; others, who have the same amount of credit from high 
school, rank among the highest in the college class. 
This observation led to the thought that teachers of shorthand in 
high school must have greatly varying standards for subject promotion. 
Hith that premise in mind, the State Course of Study was consulted as 
to its statement concerning the "specific requirements" for the course. 
By the end of the second semester, the class should 
be able to take simple dictation at the r ate of 60 words 
a minute for five minutes and to transcribe on the type-
writer with not over five errors in each 100 words of dicta-
tion. 
The foregoing excerpt from the Oklahoma Course of Study is an example 
of "specific requi rements" which may not be given the same interpretati. n. 
1 
Department of Education, State of Oklahoma, Handbook for High School 
; Courses. ~940. P• 79 •. 
by the various teachers or the state. uch difierence or opinion may 
be found as to what constitutes "simple dictation; n also, as to what 
constitutes an error. Since the State Course of Study has the standards 
or requirements stated in such a manner that there is a possibility of 
differences of interpretation, it is necessary to find out just what 
practices are used by the Oklahoma high school teachers of first-year 
shorthand. 
Shorthand should be taught for vocational use ••• 
This course should be offered where the graduate has a 
fair chance for immediate employment or where the pupils 
desire the course as a basis for further study.2 
In order to d etermine whether or not the Oklahoma high school teaehers 
of first- year shorthand are equipping the pupils with s atisfactory short.-
hand knowledge and developing a satisfactory degree of shorthand skill 
either for immediate employment or as a basis for further study, it is 
necessary to know what pro otion requirements and what bases of marking ' 
papers to determine promotion requirements are used by competent short d 
teachers and to make a comparison of the requirements and the practices 
of the two groups. 
Scope of~ Stucty 
This study is limited to the following: 
1. The 164 first-year shorthand teachers in the white public 
secondary schools of Oklahoma who returned usable check lists. 
2. The subject promotion requirements for the first-year shorthan 
J. The bases of marking shorthand papers for the purpose of deter-
mining subject promotion requirements. 
No attempt is made to ascertain the follolfing: 
1. The requirements of the course at any other time during the ye t. 
u_cati , s .te t (J ahOili&, .22• m•, p. 7-6. 
4 
2. 'lhe bases or marking shorthand papers that teachers use at any 
other time of the year. 
Method .2:!!!! Procedures~ 
The normative-survey meth d W9. S used in this study. 
Normative-survey research is directed toward ascertaining 
the prevailing conditions •••• The compound adjective 11 Normative-
survey" is applied to this ethod in order to suggest the two 
closely related aspects of this kind of study. The word 
ttsurvey" indicates the gathering of data regarding current 
conditions. The word "normative" is used because surveys 
are frequently made for t he purpose of ascertaining what is 
the normal or typical condition, or praetice.n3 
The data were obtai ned from check list responses submitted by Okla~o. 
high school teachers of first-year shorthand. 
The first step of the procedure was to formulate a check list which 
was to be used in securing the desired data. The opinions of shorthand 
authorities were gained by reading articles concerning subject promotion 
requirements and the bas es of marking shorthand papers for the purpose 
of determining the subject promotion requirements in business magazines, 
periodicals, textbooks, and personal con.!erences. From these opinions 
a check list was compiled st ating various subject promotion requirementa 
and marking procedures which determine subject promotion. 
The tentative check list was presented for criticism to two short-
hand teachers of the Oklahoma Agriculture and Mechanical College faculty 
and to various shorthand teachers of the state high schools who were on 
the campus during the summer 1941. As a result, it was revised five 
times before it was presented for criticism to the seminar group in July, 
1941. Guided by their criticism, some general information for which the 
3 
Good, Carter V., Barr, A. s., and Scates, Douglas, E. , The Uethodologx 
of Educational Research, New York: D. Appleton-Century Company, 1935. 
Pp. 2o7-2S9 .. 
5 
check list called, which was at that time thou.ght irrelevant, was ommitted. 
As one of the aims of this study was to find out vmether or not the teachers 
b se their grading of transcripts which determine subject promotion for 
first-year shorthand on the percentage method, the mailable copy method, 
a modification of the mailable copy method or some other method, space 
was provided on the check list for the teacher to indicate and describe 
any other method that he might be using . As another aim of the study 
was to discover the bases of marking the shorthand papers 'Which determine 
shorthand promotion requirement, space was left for the teacher's insertion 
of any bases that he uses which were not listed on the check list. 
A trial mailing was made to a select group of shorthand teachers for 
further criticism. After another revision which clarified a few questions 
raised through the trial mailing, the check list was sent to each Oklahoma 
high school teacher of first-year shorthand. The mailing list4 was com-
pilsd from the records of the State Department of Education. 
Three mailings were made . The first mailing consisting of a type-
written letter to the teacher asking for his cooperation with the study, 
a self-addressed stamped envelope, am the check list was made to 326 
teachers during the third week of March. Of the 106 replies received, 
101 were usable. 
The second mailing, which was made during the third week in April, 
consisted of another typewritten letter to the t eacher, a self-addressed 
envelope, and a check list identical to the one that had been used in 
t he first mailing. Since many commercial teachers had left their first 
4 
A copy of the check list, all letters , list of schools from which teachers 
sent usable responses, names of shorthand experts who recommended the jury, 
and distribution tables which classi fy the dat a as to size of school, ex-
perience of teacher, sex, and shorthand method are inc l uded in the appendix. 
6 
teaching position of the year for various reasons due to world conditions, 
it seemed advisable to address the second mailing to the "Commercial 
Teacher" r ather than to a specific name. This means that in school 
systems where there are more than one teacher, only one letter was sent. 
From this mailing of 198 letters, 56 replies were :l"'eceived; 53 were 
usable. 
During the second week in May a postal card was mailed to 142 teachers 
asking them to fill in and return the check list previously sent. Of the 
12 replies received, 10 were usable. 
The 164 usable responses out of the total 174 received came from o8 
counties and represent 50.3 per cent of the first-year shorthand teachEl?"s 
in Oklahoma during the 1941-1942 school year •. 
From the tabulations made of these responses, the study with refer-
ence to the requirements of Oklahoma teachers for subject promotion and 
their bases for marking the papers that determine subject promotion re-
quirements for first-year shorthand was made. 
Next, a study was made of the subject promotion requirements and 
the bases of marking shorthand papers for the purpose of determining tha 
subject promotion requirements for first-year shorthand of a "jury" of 
competent persons in the field of shorthand. These findings were then 
used as a scale of comparisoo for the r equirements and marking procedure 
used by the Oklahoma shorthand teachers. 
The following procedure was used to obtain this II jury. 11 Each of 
the 20 men and women on the list which was submitted to the head of the 
Secretarial Science department of the Oklahoma Agriculture and Mechanical 
College, was recognized to be a shorthand expert. A letter was written 
to 15 people in this group. It contained a check list identical to the one 
1 
,:.ail d to th Oklahoma shorthand teachers . 
In this l etter each one was asked to suggest 2 high school short-
hand teachers wh he considered outstandin in th shorthand teaching 
profe sion. Of the 13 who replied, several subnitted ore than 2 name.s; 
Sv in one instance, J instead of 2 na~~s, and i n anoth r 4 instead of 
2 names sub tted by one person were used. J.s t er s s duplicatio 
in the suggestions of these pers ns, only 24 names of outstanding short-
han teachers composed the jury m er mailin6 list. 
A check list identical to the one mailed to the Okla.ho•na. horthand 
t.eachers was enclosed with the l e tter ritt n to each o.f these 24 tea.chir-s . 
Jh lettur stated that some shorth.an c.pert had rec ended him as a 
jury o.ember for this t udy and explained that. hi s cooperation ould be 
ppreciated. He s sked to mark th check list according to his on 
practices nd standards iJ he taught first-year horthand; if he did not 
teach first-year shorth d, to mark it according to the practices and 
standards which he considered desira l for this subject. 
This gro p re.turned 13 completed chec ·-lists;. all of th usable; 
1 letter was r eturn d, , ked 11Unclai e ' and 1 teacher who ~eplled that 
he ~ses the Isaac Pitman syst of shorthand was not asked to return 
the eh ck list because parts of it deal definitely Yd.th Gre g shorthand. 
he informati .>n reeei ved was then tabulated and used as a standard 
0£ co parison with hich the requireF nts and pr actices of marking the 
papers which determine pro.~oti n f the Okl ;).tna. high sch ol teachers wl 
compared. 
Definiton .2!_ Terms lli!2a 
11High school subject pro otion require! ents for first-year short-
. and11 as used in this stu y refers t the terminal requir nt .... that ust 
8 
be met ' by the pupil in order to receive a unit of credit in high school. 
An "inexperienced teacher" is a person who was teaching his first 
term of school in the school year during which this study was made. 
An "experienced teacher" is a person who has taught at least one 
term before the year during which this study was made. 
A "small school" has a pupil enrollment between O and 99. 
A 11medium-sized school" has a pupil enrollment between 100 and 299·,. 
A "large school" has a pupil enrollment of 300 or over JOO. 
"Oklahoma. high school teachers of first-year shorthand," "Oklahoma 
high school teachers," 11 0klahoma teachers," and "teachers" are used 
synoymously. 
The abbreviation 11wpm11 is used to designate the term "words per 
minute . 11 
TABLE I 
CHECK LIST MAILING TO TEACHERS 
Check lists mailed 
Usable responses received 
Counties represented by responses 
TABLE Il 
Number 
326 
164 
68 
CHECK LIST MATI.,INGS TO JURY 
Check lists mailed 
Usable responses received 
States represented by responses 
Nu.lllber 
24 
13 
9 
Per cent 
100. 
50.3 
88. 3 
Per cent 
54 .2 
18.8 
9 
/0,. 101• ,oo• ... ... ,,. . .. ,,. 
,·, J I I I I I j I, ]---····••]--..- L,.w•I I CIMARRON IT~AAS IAF~ll/f.'01,,1,11uu,,. '-·---- j j 1 l,IUl:.'n i ;;;.iiFCR \ riOOiJS IAIFALFA I GR,4NT. IKAY 
. 
L I ' I • 
rLUS !WOODWARD n I . IGARFl~LD NOBLE 
. 
. . 
. 
DEWEY . /ILAINE KINGFISIIER LOGAN 
. 
~ . . I . CUSTER • 
37• 
"' 
,NOWATA (CRAI~ 101:AWA 
... 
~-
·~ 
ROGtRS 
MAYES I • 
"mJ . .,. . 
.,.·,-----t-------+------l 
CANADIAN OlfL~HOMA 
• 
lcADDol 
BECKHAM 
C~r. 
'WA 
• 
• • 
u·,------t--------1-------- -1 ... 
COMANCllt . 
H• ·-
.... 
OKLAHOMA 
JCAU • STAT/IT[ •111 ES 
- -OIOlOJO<fOSO 
r r 
,oz• ,o,• 
-· 
... . .. ,, . ... .,. 
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returned usable check lists for this study. 
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CHAPTER II 
SUBJECT PROMOTiot REQUIREMENTS OF OKLAHOMA HIGH SCHOOL TEACHERS 
AND THEIR BASES FOR MARKING THE PAPERS THAT DETERMINE SUBJECT 
PROMOTION REQUIREMENTS FOR FIRST-YEAR SHORTHAND 
Subject Promotion Requirements 
11 
In trying t o determine just what Oklahoma high school teachers re-
quire for subject promotion, we must ascertain the various phases of 
shorthand knowledge and skills which the teachers included in their re-
quirements and the amount of knowledge and degree of skill which they 
required in these phases . 
We must determine: 
1. Whether or not the teacher s based their subject promotion re-
quirements partially on reading ability, on penmanship ability, on a 
knowledge of theory, or on a combination of these three; how they admin-
istered these tests; also, the achievements that they required in each. · 
2. The nature of the dictation transcription tests that they used; 
how they administered them, and what achievement was the minimum require-
ment for subject promotion. 
Tabile III shows the total distribution of the responses of 164 
OklahorrtP.. high school teachers relative to certain requirements concern-
i~g reading ability, penmanship ability, and theory knowledge, therefore, 
a 11not stated" column is included. 
This table shows that 76, or 48.4 per cent, of these 157 teachers, 
required specified reading rate; 81 teachers, or 51. 6 per cent, did not, 
and 7 teachers did not state whether or not they required a reading rate .• 
The teachers who required a specified reading rate and those who did 
not require one are almost equal in number. 
.. 
TABLE III 
TOTAL DISTRIBUTION OF THE RESPONSES OF 164 OKLAHOMA HIGH SCHOOL TEACHERS 
RELATIVE TO CERTAIN REQUIREMENTS CONCERNING READING ABILITY, PENMANSHIP 
ABILITY, AND THEORY KNOWLEDGE 
Yes Per cent No Per cent 
-
Require specified reading rate 76 48 .4 81 51.6 
Penmanship requirement 63 40 .1 94 59 .9 
O.G.A. membership requirement 7 5.0 132 95 .0 
Require G.N.L. theory test 41 25 .9 ll7 74.1 
Require other theory test than G.N .L. 97 65 .1 52 34.9 
Must pass theory test more than once 67 65 .0 36 35 .0 
Not 
stated 
7 
7 
25 
6 
15 
61 
This Table is read: 76 teachers, or 48 .4 per cent, required a specified reading rate; 81 teachers, 
or 51. 6 per cent, did not have a specified reading rate; 7 teachers did not state whether or not 
they had one. 
t 
13 
Ot this gro~p, 63 teachers, or 40 . 1 pur cent, h~d so e penmanship 
requirements; 94, or 59. 9 per cent, did not have any. The number of 
teac ers who had enmanship reqJ.ir e.c.ents to those , ho did not have pen-
anship r 11ire:,. nt s ., is a. rati o of 2 to J . 
Analyzing the penmanship require~cnto with reference t o requirement~ 
for Order of Gregg Arti 0 t ner.'l.bership , 7 teachers, alm., '"t l out f 20 , 
re ,uired it; 132 teachers, or 9 out of 10, did not. 
o did not require t, sta t d th:1t they u.oed these tests in their cl s 
and ncour ged the desirability of £e ing t he e .u 
ship. 
The require ents concerning theory are grouped in t wo t y,Jes of te$t; 
namely, th Gregg News Let ter The r y Ap licntion test and any other th y: 
test which the teacher used. or this group, 4,1 ter chers, or one out r 
four of the group, used the Gregg. s L tter test; 117, or oat tht' 
out of four., did not use it; 6 did not .st,.t whether or not they used it. 
Out of this group, 97 teachers, or almost t o out of three of those w 
indic ted whether or not they req1..: ired a theory test, used some other h 
the Gregg 1ews Letter test; 52 teachers, or ne out of thre~, did not 
use it; 15 teachers did not st te whether or not t hey used at y theory 
test. Some f the teach rs ho used the Gregg New Letter test, also 
used some other theory test, so these teachers are included in this gr 
or 97. 
O! this group of 103 teachers, 67, or three out or five rec.uired 
the student to pass· the theory test ore than once , 36 teachers, or 
nearly tw out of five, required the s tudent to ss it only once. This 
show§ 't 3 out f every 5 t eachers required more th one aatisfacto 
test !or promotion. 
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TABLE IV 
READING RATE RANGE OF THE 76 TEACHERS ~'HO HAD A SPECIFIED READING RATE 
Words per minute required Number of teachers Per cent 
Less than 100 26 34.2 
100 to 150 37 48.7 
151 to 200 3 3.9 
Comparable to Long Hand Reading Rate 6 7.9 
Must be fluent readers 4 5.3 
Total 76 100. 
This Table is read: 26 teachers, or 34.2 per cent, of 76 teachers 
who required a specified reading rate, required less than 100 words 
per minute. 
Table IV is a summary of the reading rate range which was required 
by the 76 teachers in this group who had a specified reading rate requir e-
ment. Of these 76 teachers, 26, or 34.2 per cent, required a rate of 
less than 100 words per minute; 37, or 48.7 per cent, required a rat~ 
between 100 and 150 wpm; 3 teachers, or 3.9 per cent, required between 
151 and 200 wpm; 6 teachers, or 7.9 per cent, stated that they required a 
r ate comparable t o longhand reading rate, and 4 teachers , or 5.3 per cent , 
stated that t heir onl y reading requirement was that the students read 
fluently. In this group of 76 teachers who had a readi ng rate, more 
than one out of three required a rate that is lo er than the one set b;r 
t he State Course of Study,5 almost one out of two required the reading 
rate which the Oklaho State Course of Study stated to be a specific re-
quirement; 3, or less than 4 per cent had a definitely higher requirement. 
5 
Department of Education, St ate of Oklahoma, .22• ill•, p . 79 
TABLE V 
NATURE OF THE THEORY TESTS O'l'HER THP.N THE GREGG NEWS LETTER TEST 
Nature of Content 
ord 
Sentence 
Combination 
Total 
Number of 
teachers 
50 
8 
34 
92 
Per cent 
100. 
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This Table is r ead: Of the 92 teacher s who used some other theor1 
test th- the Gregg News Letter Test, 50, or 54.3 per cent, of th~ 
used a word test. 
Table Vis a summar y of the nature of the theory tests other than 
the Gregg News Letter test which were used by the Oklahoma high school 
teachers. Of the 97 t,.eachers who used this type of test, 50, or more 
than one out of t wo, used an isolated word test; 8, or one out of t~lve, 
used a sentence test; 34, or a little more than one out of three, a 
combination test of isolated words and sentences; 5, who sta ted that 
they required the passing of & theory test, did not indicate the nature 
of the test they used. Word, sentence, and combinati n tests of these 
t wo are used s theory tests, but most of them are isolated word tests. 
Table VI is a summary of the number of words which constitute the 
theory tests which the teachers gav·e which are not the Gregg News Letter 
tests. Of this group, 13, or 15.7 per cent, of the 83 teachers who in-
dicated the number of words that they required gave tests which con-
sisted of less than 100 words; 41 teachers, or 49.4 per cent, used teats 
which consisted of 100 words; 27 teachers, or 32.5 per cent, used 
tests wlich consisted of more than 100 words; 2 stated that their test 
16 
TABLE VI 
WORD NUMBER CONTENT IN THE THEORY TEST OTHER THAN '!HE GREGG S LETTER ST 
Number of words Number or teachers Per e.ent 
Less than 100 13 15.7 
100 41 49 .. 4 
More than 100 27 32.5 
Variable 2 2.4 
Total 83 100. 
This Table is read: Of the 8.3 teachers who indicated the number o! 
words in the other theory test than the Gregg News Letter test, 131 
or 15.7 per cent, of them used tests 11ich consisted 0£ less than 
100 words. 
TABLE VII 
-DICTATION RATE OF fflE THEORY TEST 
Rate of dictation 
Ten words per minute 
More than ten words per minute 
Total 
Number of 
teachers 
14 
61 
75 
Per cent 
18.7 
81.3 
100. 
This Table is read: Of the 75 teachers who indicated their rate 
of dictation for the theory test, 14, or 18. 7 p!r cent of them 
dictated at 10 wpm. 
17 
varied in length; 14 did not state the number of words of which their 
tests consisted. There is a rather wide range over which the length or 
the theory tests spread, but the largest percentage of these tests, or 
almost one-half, consisted of 100 words, the same number of words as 
make up the Gregg News Letter test. 6 The teachers who gave a theory 
test at the end of each chapter in the Manual indicated that t hey did 
not agree on their length. 
Table VII is a swnmary of the dictation rate of the theory test 
used by the 75 Oklahoma high school teachers who indicated that they had 
a dictation rate for this test. Of this group, 14, or 18.? per cent, 
required a 10 wpm dictation rate; 61, or 81. 3 per cent, required a high r 
rate than 10 wpm. Fourteen teache rs, or 18.7 per cent, required the 
minimum dictation rate set by the Gregg News Letter Theory Application 
test;? 61, or more than four out of five, stated that they used a high~r 
rate. 
TABLE VIII 
ACCURACY REQUIREMENTS FOR THE THEORY TEST 
Number of 
Accuracy required Teachers Per cent 
Less than 90 per cent 36 36. 
90 per certt 37 37. 
More than 90 per cent 27 27. 
Total 100 100. 
This Table is read: Of the 100 teachers mo indicated their accuraoy 
requirements for the theory test, 36, or 36 per cent., of them required 
an accuracy less than 90 per cent. 1 
The Gregg News Letter, Uay, 1942, P• 527. 
7 
ills!· 
,. 
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Tabl e VIII is a summary of t he accuracy required for the theory 
test . Of this group, 36 teachers, or 36.0 per cent, required less than 
90 per cent accuracy; 37, or 37.0 per cent, required 90 per cent accuracy; 
27, or 27 per cent, required a..11 accuracy higher than 90 per cent . Two 
teachers stated that they required a perfect score, or 100 per cent 
accuracy. A wide range exists in the theory test accuracy requirements 
of the Oklahoma high school teachers; more than one out of three require 
less than the "specific requirements" stated in the Oklahoma State Cour se 
d of Study, and more than one out of four require a higher percentage of 
accuracy than is required by this standard. 
Table IX i s a summary which indicates whether or not Oklah~ high 
school teachers based their pro.motion requirerrents partially on reading 
tests, peP.ma.nship test, theory application tests, or any combination 
of these three. 
Of this group, 76, or 48. 4 per cent required a specified reading 
rate; 63, or 40.1 per cent, had specific penmanship requirements; 138, 
or 89 per cent, required the· passing of a theory test, and 20, or 13. 9 
per cent, did not require any one of these tests . Of this group, 32, 
or 21. 0 per cent, had specified reading rate and penmanship requirements; 
45, or 23. 2 per cent, had penmanship and theory test requirements; 20, 
or 13. 9 per cent, had reading r ate, penmanship, and t heory test require-
ments for subject promotion. About one- seventh of these teachers did 
not base their promotion on any one or any combination of these tests; 
namely, reading, penmanship, theory; exactly the same number of teachers, 
' 
about one-seventh of them, based t eir promotion partially on the outcome 
8 
Departrr£nt of Education, State of Oklahoma,.££• .£i:.i., p . 79 
TABLE IX 
READING, PENMANSHIP, THECRY APPLICATION TEST REQUIREMENTS 
Number or 
teachers Per cent 
Reading requirement 76 4a.4 
Penmanship requirement 63 40.1 
Theory test requirement 138 89.0 
No reading rate, penmanship or 
theory t est requirement 20 13.9 
Reading r ate and penmanship 
requirement 32 21.0 
Reading r ate and t heor y test 
requirement 51 33.1 
Penmanship and theory test 
requirement 45 23. 2 
Reading r ate, penmanship and 
theory test requirement 20 13.9 
This Table is read: Of t he 157 teachers who indicated whether or 
not they required a specified reading r ate, 76, or 48.4 per cent, 
of them required it. 
19 
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of all three. ore teachers had both reading and theory test requirements 
than reading and penmanship requirements ; fe ~er had requirements for pen-
manship than for theory and reading, and more teachers had requirements 
for theory than for either reading or penmanship. 
Table X shows the distribution of the responses of 164 Oklahoma 
high school teachers relative to certain requirements concerning dictation-
transcription ability and certain practices used by these teachers in ad-
ministering the test. 
Of this group of 155 teachers who indicated whether or not they re-
quired a 5-minute test, 118, or 76.l per cent, required it; 37, or 23.9 
per cent, did not . Nine did not i ndicate. This means that more than 
three out of four of these teachers required the length of dictation 
that is specified as the minimum requirement by the State Course of 
Study; 9 that one out of five had lower requirements. 
Of this group, 33 teachers, or 21.9 per cent, indicated that they 
had a specified length of continuous dictation for the dictation-tra.ns-
cription test, but that it was not a 5-minute length; of these 33 
teachers, 24 stated that they used a 3-minute continuous test; 6 st· ted 
that they used either 1-, 2-, or 4-minute tests; 2 llsed 10-minute 
tests, and l, 15-minute tests. 
Of the group of 159 teachers who indicated whether or not they re-
quired typed transcripts, 123, or 77.4 per cent, required them; 36, or 
22.6 per cent, did not. More than three out of four of this group 0£ 
10 teachers are meeting the state requirements and aJ.most one out of tour 
do not follow the state requirements relative to typed transcripts. The 
9 Department of Education, State of Oklahoma, .2.E.• cit., p. 79. 
lOibid. 
TABLE X 
TOTAL DISTRIBUTION OF THE RESPONSES OF 164 OKLAHOMA HIGH SCHOOL TEACHERS 
RELATIVE TO CERTAIN REQUIREMENTS CONCERNING DICTATION-TRANSCRIPTION ABI LITY 
AND CERTAIN PRACTICES USED BY THESE TEACHERS IN ADMINISTERING THIS TEST 
Yes Per cent No Per cent Not stat ed 
-
Require 5 minute dictation transcription test 118 76. 1 37 23 . 9 9 
Require specified but different length test than 
5 minutes 33 21.9 118 78.1 13 
Requir e typed transcripts 123 77 .4 36 22 .,6 5 
Transcription rate requirement on typed transcripts 58 37.7 96 62 . 3 10 
Transcription rate require.rc.ent on longhand transcripts 
Give preview of diff icult words 99 63 .1 58 36 . 9 7 
Permit reading of not es before transcription 107 69 . 0 
'*'8 31.0 9 
Permit use of dictionary during transcription 118 75 .2 39 24 .8 7 
Permit erasing 136 86.l 22 13. 9 6 
Permit rewriting of transcript 62 39.2 96 60.8 6 
This Table is read: Of this group of 164 teacher s, 118, or 76 . l per cent, required a 5-minute 
continuous dictation- transcription test; 37, or 23. 9 per cent, did not require it; 9 teachers 
did not state ,vhether or not they required it . 
l'I,) 
f.J 
The majority of the teachers who did not require typed transcripts 
taught in schools that offered more than one year of shorthand. 
22 
Only 58, or 37.7 per cent, of t he 154 teachers who indicated whether 
or not they had transcription rate requirements on t yped transcripts, 
had them; 96, or 62.3 per cent, did not . None of these teachers indi-
cated that they had a specified transcription rate on longhand transcripts . 
Almost one out of two of t he group of 123 teachers who required typed 
transcripts, had a transcription rate requirement. 
Of this group of 157 teachers who indicated whether or not they 
gave a previe of difficult words before the dictation-transcription 
test which determines subject promotion, 99, or 63.1 per cent, gave one; 
58, or 36.9 per cent, did not . A ost two out of three of this group 
of teachers did not follow the Gregg News Letter instructions with refer-
ence to not giving a preview of difficult words before a test11 while 
only a little more t han one out of three, did. 
Of this group of 155 teachers who indicated whether or not they 
permitted the students to r ead too ir notes before transcribing, 107, or 
69 per cent, of them permitted it; 48, or 31.0 per cent, did not permit 
it. More than two out of three, or the ma jority of the teachers in 
this group, permit the students to read their notes before transcribing. 
Even larger agreement i s found in the practice of permitting the 
students to use the dictionary while transcribing, for 118 teache~s, or 
75 . 2 per cent, of the 157 teachers who indicated whether or not they 
permitted it, allowed it; 39, or 24.8 per cent, did not permit it. 
Of this group of 158 teachers who indicated whether or not they 
permitted erasing on the dictation-transcription test, 136, or 86.1 per c t 
11 
~ Gre~~ News Letter, October, 1938, p. 73. 
permitted it; 22 teachers, or 13. 9 per cent, did not. More than four 
out of five of this group permitted erasing and less than one out of 
five did not permit it. 
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Of this group of 158 teachers who indicated whether or not they 
permitted the students to rewrite their transcripts, 62, or 39 .2 per cent, 
permitted it; 96, or 60.8 per cent, did not. A little more than one out 
of three permitted rewriting of transcripts ; a little more than one out of 
two, did not . 
TABLE XI 
DISTRIBUTION OF THE RESPONSES OF THE 14 7 OKL.AHO A FI GH SCHOOL TEACHERS .:HO 
INDICATED THE DICTATION RATE THAT 'mEY USED F • THE ICTATION- TR.ANSCRIPT!O, TflST 
Rate of Dictation Number of teachers Per cent 
Less than 60 words 14 9. 5 
60 words 75 51.0 
More than 60 words 58 39 .5 
Total 147 100. 
This Table is read: 14 teachers, or 9. 5 per cent, of the 147 who 
indicated.their dictation rate, used a rate of l ess than 60 wpm. 
Table XI shows the total distribution of the responses of the 147 
Oklahoma high school teachers who indicated the dictation rate that they 
used for the dictation-transeription test . 
This table shows t h t of t he se 147 teachers, 14, or 9.5 per cent, 
used a rate less than 60 wpm; 75, or 51.0 per cent, used a 60 wpm rate; 
58, or 39.5 per cent, used a rate higher than 60 wpm. 
The lowest r at e required by this group which reported having a 
dictation r ate, is 25 wpm. This was the r ate of 1 person; 3 used a 40 
wpm rate; 10, a 50 wpm rate . 
The rates used by the te~chers who required a rate higher than 60 
words range from 65 wpm to 100 wpm; the largest group, 29 teachers, used 
a rate of 80 wpm. 
TABLE XII 
THE TOTAL DISTRIBUTIOM OF THE RESPONSES OF THE 48 OKI.AH 
TEACHERS WHO INDICATED THEIR TRANSCRIPTION RATE REQUI 
DICTATION-TRI\NSCRIPTIO f TF.,ST 
Transcription Rate Number of teachers 
Less than 20 words 17 
20 words 12 
More than 20 words 19 
Total 48 
HIGH SCHOOL 
T FOR THE 
Per cent 
35.4 
25.0 
39.6 
100. 
This Table is read: Less t han 20 wpm was the transcription r ate 
requirement of 17 teachers, or 35.4 per cent, of the 48 t eachers 
who indicated their transcription rate requirement. 
Table XII shows t he total distribution of the responses of the 
48 Oklahoma high school t~achers who indicated their transcription ratt 
requirement for the dictation-transcription test. Ten teachers who in+ 
dicated that they had a transcription r ate requirement, did not state 
of what the require nt consisted. 
This table shows that ii or 35.4 per cent, used a rate lower than 
20 wpm; 12, or 25 . 0 per cent, used a 20 wpm rate; 19, or 39 . 6 per cent, 
used a higher r ate. 
Table XIII shows the total distribution of the r esponses of t he lll 
Oklahoma high school teache r s who indicated the percentage of accuracy 
that they required for the dictation-transcription test.. Of the 164 
25 
l 
umber of Per cent or accuracy re ! ed teacher Par co.nt 
~ 
Less than :J5 12 10. 8 
95 97 87.4 
or than 95 2 1.8 
Total lll 100. 
This Table is read: L ss t han 95 p r c nt accuracy s required 
12 te eher , or 10. 8 per e nt of the lll t achers who indica.t d t ir 
ccura.ey r q re ent tort diet ti n- tra.nsoription test. 
TABLE XIV 
POSS OF 157 OKLAHOI.:A 
I QU ITY IF UATERIAL 
SCRIPl'lO TEST 
Number ot 
teaehe re Per cent. 
a . U e ne G •• t., it r alone or with 
so e oth r mat rial 40. 8' 
b . Us practiced G •• t ., eithe r alone or 
wit h so- e other terial 
e. Use n w ateriala simil r to G •• L .• , alone 
or with so other ate rial 
d . Use cticed terials s· lar to G. N.L. , 
one or with ,. ·· other teria.l 
e . Use new · t eria.l easier then G •• L. , alone r 
with som-0 other rnateri l 
f . Use pr cticed teria.l easi r than G. ..L. , 
al ne or wi h s e other teri l 
41 26. l. 
110 70.1 
61 
43 27.4 
28 17 .. 8 
This Table is r ad: e Gregg News Letter, either alone or with so 
oth r teria.l was used by 64, or 40. 8 per cent, of th se 157 teachers. 
26 
teachers, 53, or 32.3 per cent, did not state what per cent of accuracy 
they required for this test. 
This table shows that 12, or 10.8 per cent, required less than 95 
per cent accuracy; 97, or 87.4 per cent, required a 95 per cent accuracy; 
2, or 1.8 per cent, required a higher accuracy. Of the group which did 
not require as high as 95 par cent accuracy, l teacher required 70 per 
cent; 1, 80 per cent; 3, 85 per cent; 7, 90 per cent. In the group whieb 
req ired morG than 95 per cent, 1 teacher required 97 per cent and the 
other, 100 per cent. The accuracy requirement of this group of teachers 
ranges fran 6o per cent to 100 per cent; about seven out of eight used 
the 95 per cent accuracy requirements set by the State Course of Study.12 
Table XIV shows the total distribution of the responses of 157 
Oklahoma high school teachers relative to the quality of .material that 
they used for the dictation-transcription test. The table shows all thia 
different qualities of material that all of the 157 teachers used. Seven 
teachers did not indicate what quality of material they used. 
Table XIV shows that 64, or 40.8 per cent, of the 157 teachers, 
used new Gregg News Letter material, either by itself or together with 
some other material; 41, or 26. l per cent, used practiced Gregg News 
Letter material, either by itself or together with so other material; 
llO, or 70.1 per cent, used new material similar to Gregg News Letter 
material, either by itself or together with some other material; 61, or 
37.9 par cent, used practiced material similar to Gregg News Letter matarial; 
43, or 27.4 per cent, used new material easier than Gregg News Letter mater-
ial, either by itself or together uith some other material; 28, or 17.8 
12 
Department of Education, State of Oklahoma, .22· ill•, p. 79. 
27 
per cent, used practiced material easier than Gregg News Letter material, 
either by itself or together with same other material. 
TABLE XV 
BEW MATERIAL, PRACTICED MATERIAL, OR A COMBINATION OF THESE TWO 
AS USED FOR THE DICTATIOM-TRANSCRIPTION TESTS BY 157 OKLAHOMA 
HIGH SCHOOL TEACHERS 
Number of 
teachers Per cent. 
Use only new material 78 49.7 
Use only practiced nw.terial 7 4.5 
Use both new and practiced material 72 45.a 
Total 157 100. 
This Table is read: Only new material was used by 78, or 49.7 per 
cent,of the 157 teachers, for the dictation-transcription tests. 
Table XV shows the total distribution of the responses of the 157 
teachers who indicated whether or not they used new material, practiced 
material, or a combination of these t wo for the dictation-transcription 
tests. 
This table shows that 78, or 49.7 per cent, of the 157 teachers used 
only new material; 7, or 4.5 per cent, used only practiced material; 72, 
or 45.s per cent, used both new and practiced material. 
Table XVI shows the total distribution of the responses of the 157 
teachers, who indicated whether or not they used only the Gregg News Letter 
quality material; a quality easier than the Gregg News Letter .material, or 
combination of all materials for the dictation-transcription tests •. 
Table XVI shows that 95 teachers, or 60.5 per cent, used either 
only Gregg News Letter material or a quality of material similar to it; 
28 
5, or 3.2 per eent, used only material easie r than Gregg News Letter; 
57, or 36.3 per cent, did not confine their choice of quality of materi;al 
to one class , but used a co~bin~tion of qual ities of material; t he other 
7, or 4.3 per cent, did not use any of this type of material. 
TABLE XVI 
GREGG NEWS LETTER QUALITY Ii TERIAL, A QUALITY EASIER THAN '!HE GREGG NEVb 
LETTER MATERIAL, OR A COMBINATION OF ALL MATERIALS AS USED FOR THE DICTA-
TION- TRANSCRIPTIO TEST BY 157 OKLAHOr.JA HIGH SCHOOL TEACHERS 
Use only G. N. L. or similar Mater i al 
Use onl y easier material than G. N. L. 
Use G. N. L. or similar mat erial and easier 
material 
Total 
Number of 
Teachers 
95 
5 
'2.Z 
157 
Per cent 
60.5 
3.2 
J6.~ 
100. 
This t able is read: Only Gregg News Letter or similar material was 
used by 95, or 60 . 5 per cent, of the 157 teachers for the dictation-
transcripti on test. 
~ .2f Marking Shorthand Papers for the Purpose of Determining 
Subject Promotion Reguire.rn.ents 
• 
In order to be able to translate a statement of a teacher' s requir~-
ments concerning the dictation-transcription test, it is necessary to 
know on what bases of marking these requirements are based. 
We must determine the following: 
1 . The degree of accuracy which the student must attain under the 
specific method that the teacher used for marking the papers t hat deter~ 
mine subject promotion requirements. 
2. What constitutes an err or and what evaluation t he teacher attribut ed 
to specific errors. 
TABLE XVII 
GRADING METHOD USED BY THESE 164 TEACHERS FOR THE DICTATION-TRANSCRIPTIO 'fEST 
(A) Percentage rating method only 
(B) Passing or failing method onl y 
(C) Mailable copy a ethod onl y 
A and B combined 
A and C combined 
Band C combined 
A, B, and C combined 
Other method or not stated 
Total 
A in (A, AB, AC, and ABC) 
Bin (B, AB, BC, and ABC) 
C in ( C , AC, BC, and ABC) 
Number of 
teachers 
38 
.16 
58 
6 
6 
12 
18 
10 
164 
69 
52 
94 
Per cent 
23.2 
9.7 
35.3 
3.7 
3.7 
7.3 
11.0 
6.1 
100. 
42.1 
31.7 
57.J 
This Table is read: The percentage r ating method alone was used by 38, 
or 23.2 per c-ent, of these 164 teachers. 
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Table XVII is a summ.a.ry of the grading methods which were used by 
164 teachers for the dictation-transcription tests. 
Of this group, 38, or 23.2 per cent, used the percentage method 
only; 16, or 9.7 per cent, used the passing or f ailing method; 58; or 
35.3 per cent, u.sed the mailable copy method only; 6, or 3.7 per cent, 
used both the percentage and the passing or failing methods; 6, or 3.7 
per cent used both the percentage and the mail able copy methods; 12, 
or 7.3 per cent, used both the passing and failing and the mailable 
copy method; 12, or 7.3 per cent, used both the passing and failing 
and the mailable copy methods; 18, or 11.0 per eent, used all three 
methods; 10 , or 6 .1 per cent, did not state which method they used. 
The percentage method was used either. alone or in a combination 
with one or both of the other t wo methods by 69 teachers, or 42.1 per 
cent; the passing or .failing method was used either alone or i n a cor:i.-
bination with one or both of the other t wo methods by 52 teachers, or 
31. 7 per cent; the mailable copy method was used either alone or in a 
combination with one or both of the other t wo methods by 94 teachers, 
or 57. 3 per cent. More teachers used the mailable copy method than 
either of the other t ~ o; the percentage method was the one used by the 
second largest number of these teachers, and the passing or f ailing 
method was the least used. 
Since many replies were incomplete with reference to some phase 
dealing either with the underlying principles involved in the require-
ments relative to the particttJ.ar grading method that the teacher used 
or relative to what particular items he considered an error, it is 
necessary to base the analysis for the remainder of this study on those 
replies which were complot i n bot h of thes respects . So, 48 replies 
will be u ed for t he percent · ge r at ing t hod; 24 replies for t he passing 
and f ailing ethod; 38, for the , ailable copy method. 
TABLE III 
DIC AT!O~ - :1~ A!!SCRI I )?1 Tl t"'f /\CCU, ACY RE~Uinm.~' T a 
rn USbi> 't'HE mte , rutfnm on OF o r, ow 
fl.) 
70 
75 
80 
85 
90 
93 
95 
fut.al 
Averag 
acy 
per cent 
l 
1 
l 
7 
8 
1 
23 
4 
48 Gtr&RS 
1.. A'HSCRIPTS 
Percent 
2. l 
2.1 
14.6 
16.6 
2 .. l 
47.9 
100. 
as. 
This Ta.bl~ !s read: 60 r cent wi_.s th c.cur cy requ.lr by l 
teach r, or 2.1 . r cent of the 48 tc ch rs wh used th percen e 
r ting method ot grading the t ruscri t.. 
! ble XVIII sho s the total di tri. ution f the responses of the 
48 teachers ho used the p rcentage rating method of grading the tr· scripts 
for the diet tion-transcripti,m tests relative to the r cent of accur cy 
ieh they r uired. Thi table howed the average per cent or accuracy 
re.quir d by this group of teach s to be 88; t rang was fr 60 to 9~ 
per cent; 
accuracy. 
t one out of two of this group required a 95 per cent. 
All of th.e 48 complete replie . which were used for the reenta.ge 
. t 
r ting method indicated which of th - 24 it ms listed as possible points to 
consider in ,rking papers they considered errors, but not all of the 
attached any- degr e of nalty to the , therefore, it is possible in this 
study to d termine what the teacher in this group considered an error, 
but it is not possible to deter • ne how the teacher arrived at his per 
eent of aecuracy. 
table XIX ehows the total distribution of the .responses of the 48 
t ach s 1'ho used the perc ntage rati.ne m thod ot grading the tra.nscri a 
for the dictation-transcription tests relative to wh ther or not the7 
attached any penalty to the 24 iten listed. 
!here is only limited agreement among this group a to which of 
these ite s shou.ld be penalized. 
Table XX shows the total distribution of th r esponses of 24 teac r 
o used the pa ing ar tailing ethod of gr ding the transcripts :tor 
the dicta.tion- tra.nscription tests relative to the number of error p r--
missable and the cJ.assif1cation or these errors as to either ilable 
or .utmailabl .. 
Table XX shows that of this group of 24, 6. 6 errors wer the aver.: 
maxil111 numb r of errors permitted on a. letter that is 11 pa.sein 1•; 4 . 1 
A 'l'OTAL DISTRIBUTION OF THE RESPONSES OF THE 48 TEACHERS WHO USED THE PERCENTAGE 
RATING METHOD OF GRADING THE TRANSCRIPTS FOR THE DICTATION-TRANSCRIPTION TEST 
INDICATING WHETHER OR NOT THE ITEMS IN THIS LIST WERE PENALIZED 
Number of Number of Total penalizing in 
Item 
Uneven inderrtation of paragraphs 
Two spaces between words 
Incorrect spacing after punctuation 
Neat erasures 
Careless erasures 
Transposition 'Which changes context 
Transposition which does not change context 
Wrong word which changes context 
Wrong word which does not change context 
Omission which changes context 
Omission which does not change context 
··~ Inserted word which changes context 
; Inserted word which does not change context 
. ' Misspelled word 
. · · ·· $yµabication 
• • S:t'i·ike over 
. .. Typogra'phical error 
.:: . P.une't~ tion which changes context 
· · •• Punc-t uation which does not change context 
: •. : ~ f.oor :placement on page 
· . .Cap:l:taJ.i zation 
. ,;. ' , Wor'd.' repeated 
, .. , : · ·Paratfaphing 
• . : • ,. A'borevi s. tieras wh 
. . . . 
... 
. : . : ' 
teachers 
penalizing 
in per cent 
16 
19 
18 
8 
18 
16 
15 
18 
1A 
17 
15 
17 
~ 
18 
19 
18. 
19 
15 
13 
18 
18 
18 
18 
1a 
teachers per cent or points 
penalizing Number of 
in points teachers Per cent 
indicating 
23 39 81 .. 2 
24 43 89 . 6 
24 42 s7. 5 
7 15 31.2 
23 41 85.4 
26 42 87.5 
17 32 66.7 
27 45 93.7 
18 32 66.7 
26 43 89 . 6 
18 33 68. 7 
27 44 91.7 
17 ' 31 64.4 
28 46 95.8 ~ 
23 42 87 . 5 < 
26 
~'- 91.7 93.7 ~ 26 45 
27 42 87.5 -
11 24 50.0 ~ 
22 40 83. J N 
27 45 93 .7 
27 45 93.7 
26 44 91.7 
20 44 91.7 
.ethod, or 81.2 
:& 
.. 
a 
c--
- -,, I...~ 
..... JI"' 
-- ,- = 
I.'-' - -
- ' ~ flt:: -
-->- ~ ;; 
--::::c ?C: 
-,, 
~~ 
I ~ 
TOTAL DISTRIBUTION OF THE RESPONSES OF 24 TEACHERS WHO USED THE PASSING OR FAILnm lfilTHOD o 
GRADD1G THE TRft,tJSCRIPTS FOR THE DICTATION-TRANSCRIPTION TF.sTS RELATIVE TO THE NUMBER OF ERRORS 
PEllMISSABLE AND THE CLASSIFIC ATION OF THOSE ERRORS AS ro EITHER MAILABLE OR UNMA!l,ABLE 
Number 1 . \"Jhat is maximum number of 
of errors a letter can have 
errors and be passing? 
indicated Number of 
tea'.chers Per cent 
indicating 
0 1 4.2 
l 
2 
-
3 6 25 . 0 
4 3 12. 5 
5 8 33.3 
6 1 4,2 
8 
-
10 2 s • .3 
15 1 4. 
17 l 4.2 
20 
-
.30 1 4.1 
-
'lb tal 24 100. 
AverP-ge error* item l 6.6 
Average error iter.i 2 4.1 
AveraQa err~r it,em 3 1.4 
2 . How many of these errors 
can be corrected before 
mailing? 
Number of 
teachers Per cent 
indicating 
l 4.2 
7 29 .1 
9 37.5 
1 4. 
3 12.5 
l 4.2 
1 4.2 
l 4 .1 
24 100. 
) . How many of these may bo 
errors which are con-
sidered un.mailable error 
Number of 
teachers Per cent 
indicating 
12 50. 0 
2 8. 3 
6 25 .0 
2 a.3 
l 4. 2 
l 4.2 
. 24 100. 
This Table is read: No error W'«l.S allowed by 1 teacher in a letter that was 11passing; 11 no errors that crui 
be corrected be.fore mailing were allowed by 1 teacher; no un:nailnble errors we.re alloweli by 12 teachers. 
6.6 average maximum number allowed on t•Pass ing letter." 4,1 average .number of crrorn tho.t can be 
"corrected" before mailing . 1.04 averaEe nucber of errors considered u.n:.nnilab.:..e . \..) ~ 
J5 
errors were the average number that can be corrected before mailing; l.04 
errors were the average nwnber that were considered unmailable errors. 
Table XXI shows t he total distribution of the responses relative 
to how each of the 24 teachers who used the passing or failing method 
considered each of the 24 items listed. 
Table XXI shows that there was no perfect agreement among this 
group of 24 teachers regarding any one item as to whether or not it is a 
mailable or an unmailable error; the nearest a pproach to an agreement 
was on "a neat erasure" and "punctuation which does not change context;tt 
the greatest difference ,vas on "incorrect spacing after punctuation, tt 
ilparagraphing, 11 and rtabbreviations where words should be spelled out . " 
Table XX.II shows the total distribution of the responses relative 
to the bases of grading used by the _38 teachers who used the mailable 
~opy method of grading the transcripts for the dictation-transcription test. 
The table shows that 8, or 21.0 per cent, of this group of 38, based 
their grading on accuracy only; 27, or 71.1 per cent, based it on a com-
posite of accuracy and transcription r ate; 3, or 7.9 per cent, used some 
other bases . 
Table XXIII shows the total distribution of the responses of 38 
teachers who used the mailable copy method of grading the transcripts 
, 
for the dict ation- transcription test relative to t he maximum. number of 
mailable errors and the maximum number of mailable errors with co:tTection 
all~ ed on mailable copy. 
Table XXIII shows that by this group of JS teachers, 4.6 was the 
average maximum. number of mailable errors without correction per 100 wor da; 
5.3 was the average number of errors that are mailable with correction per 
100 ,rords allowed on mailable copy. 
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TABLE XXI 
TOTAL DISTRIBUTI O OF THE RESPONSES RELATIVE TO HO~ EACH OF THE 24 TEACHERS 
WHO USED THE PAS ING OR FAILING },IBTHOD CONSIDERED EACH OF THE 24 ITEMS LISTED 
Mailable Errors Urunailable Errors 
Item Number of Number of 
teachers Per cent teachers Per cent 
indicat i ng indicating 
Uneven indentation of 
paragraphs 7 29.2 17 70.8 
Two spaces between words 18 75.0 6 25 .0 
Incorrect spacing after 
punctuation 9 37.5 15 62.5 
Neat erasures 23 95.8 1 4.2 
Careless erasures 7 29.2 17 70.8 
Transposition which changes 
context 3 12.5 21 87.5 
Transposition which does not 
change context _ 21 87. 5 3 12.5 
W-;- :-;::g word which changes 
context 3 12.5 21 87. 5 
Wrong word which does not 
change context 2.0 83.3 4 16.7 
Omission which changes 
context 3 12.5 21 87.5 
Omission which does not 
change context 20 83.3 4 16.7 
Inserted word which changes 
context 3 12.5 21 87.5 
Inserted word which does not 
change context 19 79.2 5 20.8 
Misspelled word 3 12.5 21 87.5 
Syllabication 7 29.2 17 70.8 
Strike over 3 12.5 21 87. 5 
Typographical error 4 16.7 20 83.3 
Punctuation which changes 
context 4 16.7 20 83.3 
Punctuation which does not 
change context 23 95 .8 l 4.2 
Poor placement on page 7 29 .2 17 70.8 
Capitalization 8 33.3 16 66.7 
Word repeated 3 12.5 21 87.5 
Paragraphing 9 37. 5 15 62.5 
Abbreviation:. h~re word should 
be spelled out 9 37.5 15 62. 5 
This Table is read: 7 teachers , or 29.2 per cent of t he 24 teachers who 
used t he passing or failing method considered 11unevon identation of par agr aphs , '' 
a mailable error; 17, or TJ . 8 per cent, considered it an urunailable error. 
TABLE XXIl 
TOTAL DISTRIBUTION OF THE RESPONSES RELATIVE TO THE 
BASES OF GRADI NG USED BY THE 38 TEACHERS WHO USED 
THE ABLE COPY METHOD OF GRADING '!HE TRANSCRIPTS 
FOR THE DICTATION-TRANSCRIPTI ON TESTS 
Basis of Grading Number of teachers Per cent 
Accuracy 8 21. 0 
Accuracy and t ranscription 
rate 2.7 71. 1 
Other basis 3 7.9 
Total 38 100. 
This Table is r ead: Accuracy was the sole basis of grading 
used by 8 teachers, or 21 pr cent, of the 38 teachers 
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who used the mailable copy method of grading the transcript . 
TABLE XXIII 
TOTAL DISTRIBUTION OF THE RESPO SES OF 38 TEACHERS WHO USED THE 
MAILABLE COPY METHOD OF GRADING THE TRANSCRIPTS FOR THE DICTATION-
TRANSCRIPTION TEST RELATIVE TO THE MAXIMUM NUMBER OF MAILABLE 
ERRORS AND THE MAXIMUM NUMBER OF MAILABLE ERRORS ffl CORRECTION 
ALLOWED ON !1A I LABLE COPY 
38 
1. Maximum number of 2 . Maximum number of mailabl 
Number mailable errors allowed errors with correction 
of allowed 
errors Number of Number of 
indicat ed teachers Per cent teachers Per cent 
indicatins indicatins 
0 2 5.3 3 7.9 
1 4 10.5 3 7.9 
2 6 15 .8 4 10.6 
3 1 2.6 
4 2 5.3 1 2.6 
5 19 50.0 14 36.9 
6 l 2. 6 1 2.6 
7 l 2.6 
8 2 5.3 2 5.3 
10 1 2.6 7 18.4 
15 1 2.6 l 2.6 
Total 38 100. 38 100. 
Average maxi.mum errors allowed* 4 .6 
Average maximum err ors , i t h 
correction 5.3 
This Table is read: No errors were allowed by 2 teachers, or 5.3 per 
cent of the 38 who used this method of grading; no errors wit h correct.ion 
were allowed by 3 teachers, or 7.9 per eent of them. 
*Average maximum number of mailable errors allowed 4.6. Average maxim . 
number of mailable errors with correction allowed 5.3. 
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Table XXIV shows the total distribution of the responses relative to 
how each of the J8 teachers who used the mailable copy method considered 
each of the 24 items listed. 
There is little agreement concerning the classification of these 24 
items, as shown in Table XXIII. The only perfect agreement among these 
teachers is that no one considers a "misspelled word" or "punctuation 
which changes context" an error which is mailable without correction; a 
"neat erasure, 11 "an inserted word which does not change context," or 
ttpunctuation which does not change context, 11 unmailable errors. One ot 
the items concerning which there is great difference of opinion is 
"punctuation which changes context," for 19, or one-half of this group, 
considered it mailable with correction and the other 19 considered it 
unmailable . 
Item 
Uneven indentation of 
paragraphs 
Two spaces between words 
Incorrect spacing after 
punctuation 
Neat erasures 
Careless erasures 
Transposition which changes 
context 
Transposition vhich does 
not change context 
Wrong word which changes 
context 
Wrong word which does not 
change cont ext 
Omission which changes 
context 
Omission which does not 
change context 
Inserted word which changes 
context 
Inserted word which does 
not change context 
• sspelled word 
Syllabication 
Strike over 
Typographical error 
Punctuation which changes 
context 
Punctuation which does not 
change context 
Poor placement on page 
Ca.pi talization 
1/ord repeated 
Paragraphing 
Abbreviation where word 
should be spelled out 
Ma.chine error 
Ragged righthand edge 
BLE XXIV 
Mailable 
without 
correction 
8 
30 
19 
27 
2 
1 
32 
1 
32 
1 
34 
1 
34 
3 
1 
5 
32 
6 
6 
3 
14 
10 
21.0 
78.9 
50.0 
71.1 
5.3 
2.6 
84.2 
2.6 
84.2 
2.6 
89.4 
2.6 
89.5 
7.9 
2.6 
13.2 
84.2 
15.8 
15.8 
7.9 
36.9 
26.3 
Mailable 
with 
correction 
8 
6 
11 
11 
5 
7 
4 
11 
4 
8 
2 
6 
4 
28 
22 
22 
27 
19 
6 
3 
28 
12 
'+ 
8 
21.0 
15.8 
28.9 
28.9 
13.2 
18.4 
10.5 
29.0 
10.5 
21.1 
15.8 
10.5 
73.7 
57.9 
57.9 
71.1 
50.0 
15.8 
·7.9 
73.7 
31.6 
10.5 
21.l 
40 
Unma.ila l 
22 57.9 
2 5. 3 
8 21.1 
31 1 . 5 
30 79.0 
2 5.3 
26 68.4 
2 5. 3 
29 76. 3 
2 5.3 
31 81. 6 
10 26. 3 
13 .34. 2 
15 .39 . 5 
6 15. 6 
19 50. 0 
29 76. J 
4 10. 5 
23 60. ; 
20 52. 6 
20 52.6 
1 2. 6 
1 2. 6 
This Table is read: 8 teachers, or 21.0 per cent of the 38 ho used thi 
t , ens-id! red "wieve.a indent ation of par agraphs" mail bl 
with t co.rrection; 81 or 21.0 per cent, eonside d it Uabl th 
c r cti n; 22, or 57.9 pr c nt , con 1 rd it un. ilable. 
CHAPTER III 
SUBJECT PR OTION REQUIREMENTS OF A "JURY" OF THIRTEEN COMPETENT 
SHORTHAND TEACHERS AND THEIR BASF.S FOR MARKING THE PAPERS THAT 
DETERMINE SUBJECT PRO OTION RE UIREMENTS FOR FIRST-YEAR SHORTH D 
41 
In order to determine desirable requirements for subject promotion 
and bases of marking papers that determine subject promotion, t his study 
presents the requirements and practices of high school shorthand teachers 
who are recognized by experts as "competent" or outstanding in their 
teaching field. 
In this study this group of 13 outstanding shorthand teachers, whiQh 
constitute the "jury," is always referred to as the "jury" or "jury member · " 
The information, relative to the subject promotion requirements and 
the bases for marking the papers that determine subject promotion require-
ments for first - year shorthand which was obtained from the 0 jury11 by havin 
them mark a check list identical to the one marked by the Oklahoma high 
school teachers, is presented in this chapter. 
Table XXV shows a tabulation of the individual responses of these 13 
jury members with reference to their requirements concerning reading, pen-
manship, theory test, dictation- transcription tests, and thei r manner ot 
administering these t ests . 
Subject Promotion Reguire~nts 
In trying to determine just what this 11 jury11 required for subject 
promotion, it is necessary to determine the various phases of shorthand 
knowledge and skills which they included in their requirements nnd the 
amount of knowledge and degree of skill which they required in these ph e . 
re must determine: 
1 . Whether or not the jury members based their subject promotion 
requirements partially on reading ability, on pe anship ability, on a 
42 
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knowledge of theory, or on a combination of these three; how they admin-
istered these tests; also, the achievements that they required in each 
of these three. 
2. The nature of the dictation-transcription tests that they used; 
how they administered these tests , and what achievement was the minimum 
requirement for subject promotion. 
Table XXVI shows the total distribution of the responses of the 13 
jury members relative to certain requirements concerning reading ability, 
penmanship ability, and theory knowledge, therefore, a "not stated" column 
is included .. 
Th.is table shows that 4, or 40 per cent, of the jury members who ia-
dicated whether or not they had a reading r ate requirement, had one; 6, 
or 60 per cent, did not. 
Of this group that indicated whether or not they had penmanship re-
quirements, 7, or 70 per cent, had them; 3, or 30 per cent, did not have 
any •. 
Analyzing the penmanship requirements with reference to requirement 
for Order of Gregg Artists .membership of the 9 jury members who indicated 
whether or not they had requirements concerning it, 2 jury members, or 
22.2 per cent, rGquired it; 7, or 77.8 per cent, did not. 
The require:nents concerning theory are grouped in two types of tests; 
namely, the Gregg News Letter Theory Application test and any other theory 
test which the teacher used. 
Of the 11 jury members who indicated whether or not they required the 
passing of these tests, 1 required the passing of the Gregg News Letter 
Theory Application test; 10 , or 90.9 per cent, did not; 7, or 63.6 per 
eent, required the passing of some other theory test than the Gregg News 
TABLE XXVI 
TOTAL DISTRIBUTION OF THE RESPONSES OF 13 JURY MEMBERS RELATIVE 
TO CERTAIN REQUIREMENTS CONCERNING READING ABILITY, PENMANSHIP 
ABILITY, AND THEORY KNOWLEDGE 
Yes Per cent No Per cent 
-
Require specified reading rate 4 40 .0 6 60.0 
Penmanship requirement 7 70 .0 3 30 . 0 
O.G.A. membership required 2 22.2 7 77 .a 
Require G.N.L. theory test l 9 . 1 10 90.9 
Require other theory test than G.N .L . 7 6J. 6 4 36 .. 4 
Must pass theory test more than once 4 66.7 2 33.3 
Not stated 
3 
3 
4 
2 
2 
1 
This Table is read: 4 jury member~ or 40.0 per cent,required a specified reading 
rate; 6, or 60.0 per cent, did not r equire a reading r ate; 3 did not state whether 
or not they required a reading rate. 
f: 
,,, 
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Letter Theory Application test; 4, or 36.4 per cent, did not require any 
other test. The jury member who required the passing of the Gregg News 
Letter Theory Application test also required an additional test, so, 6, 
or one- half of t he jury members, who did not require the passing of the 
Gregg News Letter Theory Application test, required the passing of some 
other theory test; 4, or one out of three, did not require the passing 
of any kind of theory test. 
Of this group of 7 jury members who indicated that they r equired tne 
passing of some theory test, only 6 indicated whether or not they requiJ,"ed 
the student to pass this test more than once. Of this group 4, or 66. 7 
per cent, required that the student pass it more than once; 2, or 33.3 
per cent of them, required the student to pass it only once. 
TABLE XXVII 
READING RATE RANGE OF THE 3 JURY MEMBERS MIO HAD A SPECIFIED READING RA'S 
iords per minute required Number of Jury Per cent 
Less than 100 0 
100 to 150 words 2 66.7 
151 to 200 0 
Comparable to long hand reading r ate l 33.3 
Must be fluent readers 0 
Total 3 100. 
This Table is read: 100 to 150 words per minute was the specified 
reading rate required by 2, or 66.7 per cent, of t he jury members 
who required a specified reading r ate. 
Table XXVII is a summary of the reading rate range which was re-
quired by the 3 jury members in this group who had a specified reading 
rate requirement. None of them required less than 100 wpm; 2, or t wo 
out of three, required between 100 and 150 wpm; 1 stated that her only 
reading requir ents was that the students must have a reading rate can-
parable to longhand. All of the jury members who indicated a definite 
rate were in the range between 100 and 150 wpm. 
TABLE XXVIII 
NATURE OF THE THE.ORY TESTS OTHER THAN THE GREGG NEWS LEI'TER TEST' 
Nature of content Number of jury Per cent 
Word 2 28 .. 6 
Sentence 3 42.8 
Combination 2 28.6 
Total 7 100. 
This Table is read: Of the 7 jury members who used some other 
theory test than the Gregg News Letter test, 2, or 28.6 per cent, 
of them, used a word test. 
Table XX.VIII is a summary of the nature of the theory test other 
than the Gregg News Letter test which w.ere used by the jury members. 01' 
the 11 jury members who indicated that they required the passing of a 
theory test, 7, or 63.6 per cent, indicated that they used this kind 
of a theory test. Of this group of 7, 2, or 28.6 per cent, used the 
isolated word test; 3, or 42.8 per cent, used a sentence t est; 2, 
or 28.6 per cent, used a combination of the word and sentence test. 
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TABLE XXIX 
WORD NUMBER CONTENT IN THE THEORY TEST OTHER THAN THE GREGG NEWS LETTER TEST 
Number of Words 
Less than 100 
100 
More than 100 
Variable 
Total 
Number of jury 
2 
3 
1 
6 
Per cent 
33.3 
50.0 
16.7 
100. 
This Table is read: Of the 6 jury members mo required the passing r 
some other than Gregg News Letter theory test, none of the jury used 
tests which consisted of less than 100 words . 
Table XXIX is a summary of the nwnber of words which constitute the 
theory tests which the jury members used which are not the Gregg News 
Letter tests . Of this group, none gave tests which consisted of less 
than 100 words; 2, or 33.3 per cent, of this group of 6, used tests which 
consisted of 100 words; 3, or 50.0 per cent, used tests which consisted 
of more than 100 words; 1 stated that the number of words in her test 
varied in number. 
TABLE XXX 
DICTATION RATE USED FOR THE THEORY TEST 
Rate of Dictation Number of jury 
10 words per minute 1 
More than 10 words per minute 4 
Total 5 
Per cent 
20. 
80. 
100 . 
Thia Table is read: Of the 5 jury members who indicated their 
rate of dictation for the theory test, 1, or one-fifth of them, 
dictated at 10 wpm. 
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Table XXX. is a summary of the dictation r ate for the theory test 
used by the jury members . Of the 11 jury members who indicated that the1 
gave theory t ests, 7 indicated that they had a dictation rate for this 
test, but only 5 specified the rate t.hat they used. Of this group, 1 
required a 10 wpm transcription rate; 4, or 80 per cent, required a 
higher dictation rate. 
Table XXXI is a summary of the per cent of accuracy required for 
the theory test. ill of the 7 jury members who indicated that they 
required the passing of a theory test, indicated what per cent of accuracy 
they required . Of this group, 3, or 4.2 .8 per cent of the 7, required 
less than 90 per cent accuracy; 2, or 28.6 per cent, required 90 per 
cent accuracy; 2, or 28.6 per cent, required a higher accuracy. All 3 
jury members who had a lower than 90 per cent requirement , required 
85 per cent instead. 
Table XXXII is a summary of the responses which indicate whether or 
not the jury members based their promotion requirements partially on 
reading rate, penmanship tests, theory application tests, or any combi-
nation of these three. 
Of this group of 10 jury members who indicated whet her or not they 
had a reading rate requirement, 4, or 40.0 per cent, required a specified 
reading r ate; of this group of 10 who indicated whet her or not they ha~ 
specified penmanship requirements, 7, or 70.0 per cent, indicated that 
they did; 7, or 6J. 6 per cent of the 11 who indicated whether or not 
they had theory test requirements, stated that they did; 4, or 40. 0 per 
cent, did not require any one of these tests. Of this group, 3, or 27 •. J 
per cent, had a specified reading rate and penmanship requirements; 4, 
or 36. 4 per cent had a reading rate and theory test requirements; 5, or 
TABLE XXXI 
ACCURACY REQUIRE!,1ENTS FOR THE 'THEORY TEST 
Accuracy required Number of jury Per cent 
Less than 90 per cent 3 42.8 
90 per cent 2 28.6 
More than 90 per cent 2 28.6 
Total 7 100. 
This Table is read: Of the 7 jury members who indicated their 
accuracy requirements for the theory test, 3, or 42.8 per cent 
of them, required an accuracy less than 90 per cent. 
TABLE XXXII 
READING RATE, PENMANSHIP, AND THEORY TEST R.EQUIRE11ENTS OF THE JURY 
MEMBERS WHO INDICATED WHETHER OR NOT THEY HAD THESE REQUIREMENTS 
Reading rate requirement 
Penmanship requirement 
Theory test requir ent 
No reading rate, penmanship or theory 
test requirement 
Reading rate and penmanship require~ent 
Reading r ate and t heory test requirement 
Penmanship and theory test requirement 
Reading r ate, penmanship, and theory test 
requirement 
Number 
of jury 
4 
7 
7 
4 
3 
4 
5 
3 
Per cent 
40.0 
70.0 
63.6 
40.0 
27.J 
36.4 
45,4 
30.0 
50 
This Table is r ead: 4 jury members , or 40 per cent of the number who 
indicated whether or not they required a reading r ate, had a specified 
re ding r ate. 
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45.4 per cent, had penmanship and theory test requirements; 3, or JO.O 
per cent, had a reading rate, penmanship, and theory test r equirements 
for subject promotion. 
This shows that more than one out of three of the jury members did 
not base their promotion on any one or any combination of these tests; 
namely, reading, penmanship, theory; that al.most the same number of 
them based their promotion partially on the outcome of all three of 
these tests. More jury members had a combination of penmanship and 
theory test requirements than a combination of the other. two; fewer ot 
them had a combination of reading rate and penmanship requirements than 
a combination of the other two. 
Table XXXIII shows the distribution of the responses of the jury 
members relative to certain requirements concerning the dictation-trans-
cription ability and certain practices used by these jury members in 
ad.ministering the dictation-transcription test. 
Of this group of 13 jury members, 11, or 84.6 per cent, required a 
5-minute test; 2, or 15.4 per cent, did not require this length test. 
One of the 2 jury members who did not require a 5-minute test, required 
a 3-minute test; the other one of these 2, a test which varied in length 
from 1.6-minutes to J . 3-minutes. 
vf this group, 4, or J0.8 per cent, specified that they required 
typed transcripts; 9, or 69.2 per cent, did not require them; 1 indicated 
that she had transcription rate requirements on typed transcripts; 3 
who required typed transcripts did not have transcription rate require-
ments; 4, or 57.1 per cent, indicated that th~y had transcription rate 
requirements on longhand transcripts; J, or 42.9 per cent, did not have 
transcription rate requirements on longhand transcripts. 
'l' ABLE XXXIII 
TOTAL DISTRIBUTION OF THE RESPONSES OF 1.3 JURY MEMBERS RELATIVE TO CERTAIN 
REQUIREMENTS CONCERNING DICTATION-TRANSCRIPTI ON ABILITY AND CERTAIN PRACTICES 
USED BY THESE JURY MEMBERS IN ADMIMISTERING THIS TEST 
Require 5-minute dictation transcription 
test 
Require specified but different length 
test than 5-rninute 
Require typed transcripts 
Transcript rate requirement in typing 
Transcript rate requirement in long hand 
Yes 
11 
2 
4 
1 
4 
Give preview of difficult words 4 
Permit reading of notes before transcription 7 
Permit use of dictionary during transcription 11 
Permit erasing 
Permit rewriting of transcript 
10 
5 
Per cent No Per cent 
84. 6 
15 .4 
30. 8 
25 .0 
57 ,1 
33.3 
58.3 
91.7 
90. 9 
45.5 
2 
11 
9 
3 
3 
8 
5 
1 
1 
6 
15.4 
84. 6 
69.2 
75 ,0 
42.9 
66.7 
41.7 
8.3 
9.1 
54, 5 
Not stated 
1 
1 
1 
2 
2 
This Table is read: Of this group of 13 jury members, 11, or 84. 6 per cent, required 
a 5-rninute continuous dictation-tr anscription test; 2, or 15 .4 per cent, did not require it . \J, 
I\) 
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Of this group of 12 jury members who indicated whether or not they 
gave a preview of difficult words before the dictation-transcription 
test which determines subject promotion, 4, or 33.3 per cent, did; 8, or 
66. 7 per cent, did not . 
Of this groL. p of 12 jury members who indicated whether or not they 
permitted the students to read their notes before transcribing, 7, or 
58.3 per cent, did; 5, or 41.7 per cent, did not permit it. 
Even larger agreement was found in the practice of permitting the 
studentG to use the dictionary while transcribing, for 11 jury members 11 
or 91. 7 per cent, permitted it; 1 did not. 
Of this group of 11 jury members who indicated whether or not they 
permitted erasing on the dictation-transcription test; 10, or 90. 9 per 
cent, permitted it; 1 did not . 
Of this group of 11 jury members who indicated whether or not they 
permitted the students to rewrite their transcripts; 5, or 45.5 per cent, 
permitted i t; 6, or 54.5 per cent, did not. 
Table XXXIV shows the total distribution of the responses of the 1) 
jury members relative to t i1e w.etation r ate t hat they used for the dicta-
tion-transcription test. 
This table shows that 1 member of the jury had a rate less than 60 
wpm; 9, or 69.2 per cent of them, had a 60 wpm rate; 3, or 23.1 per cent, 
had a higher r ate. The one jury member whose r ate was lower than 60, had 
,, 
a range from 40 to 60 wpm. Each one of the 13 jury members reported th 
rate which he used. 
The rate range of the jury members who required a r ate higher than 
60 words, is from 65 wpm to 80 wpm. 
Table XXXV shows the distribution of the responses relative to trao 
c:ripti r t r uii:- nte by t h 4 jury en' r o that t ey 
TABLE XXXIV 
DISTRIBUTION OF '1llE RESPONSES OF THE 13 JURY MEMBERS RELATIVE TO 
THE DICTATION RATE THAT Tugy USED FOR THE DICTATION-TRANSCRIPTION 
TEST 
Rate of dictat.iun Number of jury Per cent 
Less than 60 words l 7.7 
60 words 9 69.2 
More than 60 words 3 23.1 
Total 13 100. 
This Table is read: 1, or 7.7 per cent, of the jury member s 
used a r ate of dictation for the dictation-transcription test 
which was less than 60 wpm. 
TABLE Uiv 
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DIS!J.'RIBU'fION OF THE RESPONSES OF 'l*HE 4 JURY MEMBERS WHO INDICTED 
THEIR TRA.SCRIPTION RATE RE UIREMEHT FOR THE DICTATION-TRANSCRIPTION TEST 
Transcription rate 
Less than 20 words 
20 words 
More than 20 words 
Total 
Number of jury 
3 
l 
0 
4 
Per cent 
75.0 
25.0 
100. 
This Table is read: Less than 20 wpm was the transcription 
rate requirement of 3 jury members, or 75.0 per cent of the 
4 jury members who indicated their transcription r ate re quirement . 
had a transcription rate requirement for the dictation-transcription 
test. 
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This table shows th t 3, or 75 per cent, used a rate lower than 20 
wpm; 1 used a 20 wpm rate; none stated that they used a higher rate than 
20 wpm. Of the 3 jury members who did not require a rate as high as 20 
wpm, 1 abided by the Gregg News Letter test r ate, i. e . 45 minutes tima 
:for transcription of a JOO-word 11take; 1113 1, required 10 wpm; 1, 15 wpnt. 
Table :XX.XVI shows the total distribution of the responses of the 1.2 
jury members who indicated their accuracy requirement for the dictation-
transcription test. 
This table shows t.h9.t none of these 12 jury members required an 
accuracy less than 95 per cent; 12, or 100 per cent, required 95 per 
cent accuracy; none indicated that they required a higher per cent of 
accuracy. Although only 4 required typed transcripts, 12 required 95 
per cent accuracy on the transcripts made . 
Table XXXVII shows the total distribution of the r esponses of the 
12 jury members who indicated the quality of the material that they usad 
for the dictation-transcription test. This t able shows all the differ$nt 
qualities of material that these 12 jury members used. 
This table shows that 10, or 83.3 per cent, of the jury, used Gregg 
News Letter material, either by itself or together with some other material; 
7, or 58.3 per cent, used practiced Gregg News Letter material, either by 
itself or together with some other material; 6, or 50 per cent, used na 
material similar to Gregg Mews Letter material, either by itself or togather 
with some other material; 4, or 33.3 per cent, used practiced material, 
13 
Gregg News Le t ter, op. cit., p . 73. 
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TABLE XXXVI 
ACCURACY REQUIREMENT FOR THE DICTATION-TRANSCRIPTION TEST 
OF l2 JURY MEMBERS WHO INDICATED THEIR REQUIREMENT 
Per cent of accuracy required Number of jury Per cent 
Less than 95 
95 
More than 95 
0 
12 
0 
100 
This Table is read : Less than 95 per cent accuracy was required 
by none of the 12 jury members who indicated t heir accuracy re-
quirement for the dictation-transcription test. 
TABLE XXXVII 
THE TOTAL DISTRIBUTION OF THE RESPONSES OF 12 ,JURY MEMBERS RELATIVE TO THE 
QUALITY OF MA'l'ERIAL 'l'HAT THEY USED FOR THE DICTATION-TRANSCRIPTION TF.ST 
a. · Use new G .• N.L. either alone or with some other 
Number of 
jury 
material 10 
b. Use practiced G.N.L. either alone or with some 
other material 7 
c. Use new material similar to G.N.L. a.lone or with 
some other material 6 
d. Use pr acticed material similar to G.N.L. a.lone or 
with some other material 4 
e. Use new material easier than G.N.L. alone or with 
some other material 3 
f. Use pr acticed material easier than G.N.L. alone or 
with some other material 2 
Per cent 
8.3.3 
58.J 
50. 0 
3.3.3 
25.0 
16. 7 
This Table is r ead: New Gregg News Letter, either alone or with so e. 
other material was used by 10, or 83.J per cent, of these jury members. 
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either by itself or together with some other material; 3, or 25 per 
cent, used easier than Gregg News Letter material, either by itself or 
together with some other material; 2, or 16.7 per cent, used practiced 
material easier than Gregg News Letter material, either by itself or 
together with some other material . 
Table XXXVIII shows the total distribution of the responses of the 
12 jury members who indicated whether or not they used new material, 
practiced material, or a combination of these two far the dictation-
transcription test. 
This table shows that 5, or 41.7 per cent, used only new material; 
1 used only practiced material; 6, or 50.0 per cent, used both new and 
practiced material~ 
Table XXXIX s hows the total distribution of the responses of the 
12 jury members who indicated whether or not they used only the Gregg 
News Letter quality material; a quality easier than the Gregg News Letter 
material, a combination of ITa terials for the dictation-transcription test. 
This table shows that 5, or 41.7 per cent, of the jury, used only 
either Gregg News Letter material or a quality of material similar to i t J 
1 used only material easier than Gregg News Letter material; 6, or 50. l) 
per cent, did not confine their choice of quality of material to one class, 
but used a combination of qualities of material. 
Bases .2f. Marking Shorthand Papers for the Purpose of Determining 
Subject Promotion Requirements 
In order to be able to translate a statement of a jury member• s re-
quira~ents cone rning the dictation-transcription test, it is necessary 
to know on what bases of marking these requirements are pl aced. 
e must determine the following: 
TABLE XXXVIII 
NEW MATERIAL, PRACTICED .MATERIAL, Olt A COMBINATION OF THESE 'n,O AS 
USED FOR THE DICTATION- TRANSCRIPTION TEST BY 12 JURY MBERS 
Use only new mater ial 
Use only practiced material 
Use both ne,, and pr acticed material 
Total 
Number of jury Per cent 
5 
1 
6 
12 
41.7 
8. 3 
50.0 
100. 
5 
This Table i s read: Only new materiaJ. was used by 5, or 41.7 per 
cent, of t he 12 jury members, for the dictation- tra11scription tests . 
TABLE XXXIX 
GRmG NEWS LETTER QUALITY MATERIAL, A QUALITY EASIER THAN GREGG Nm S 
LETTER MATERIAL, an A COMBiliATION OF ALL l!ATERIALS AS USED FOR THE 
DICTATION- TRANSCRIPTION TEST BY 12 JURY LE!,fB:b;RS 
Use only G.N.L. or similar material 
Use only material easier than G.N.L . 
Use combination of all qualities of 
material 
Total 
Number of 
5 
1 
6 
12 
-jury Per cent 
41.7 
8.J 
50.0 
100. 
This Table is read: Only Gregg News Letter or similar material was 
used by 5, or l+l. 7 per cent , of t he 12 jury rna'Iibers, for the dictat1on--
transcri. ti n test. 
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1. The goals hioh the student must reach under the specific method 
that the teacher used for marking the papers that determine subject pro--
motion requirements . 
2. \Vhat constitutes an error and what evaluation he attributed to 
specific errors . 
Table XL is a summary of the grading methods which are used by these 
13 jury members for the dictation-transcription test. 
Of this group, 5, or 38.4 per cent of the 13, used the percentage 
Dtethod only; none llsed only the passing or failing method; 3, or 23.1 per 
cent of them, used the mailable copy method only; none combined the per-
centage method and the passing or f ailing method; 1 of them combined the 
percentage rating method and the mailable copy methods; 2, or. 15.4 per 
eent, combined the passing or failing and the mailable eopy methods ; l 
of them combined all three methods; 1 jury member did not state which 
grading method she used . 
The percentage r ating method was used either as a method alone or &s 
a combination with one or both of the other t wo methods by 7, or 53. 8 
per cent, of this group of 13 jury members; the passing or f ailing method 
was used in ccmbination with the other two methods by 3, or 23.1 per eent, 
of them; the mailable copy method was used either as a method alone or as 
a combination with one of both of the other t ~o methods by 7, or 53.8 r 
cent, of them. An equal number of these jury members used the percent ge 
rating method and the mailable copy method; the p:l.Ssing or failing method 
was the least used. 
Table XLI shows the total distribution of the r esponses of the 6 jury 
members who used the percentage rating method of grading the transcri:pts 
for the dictation-transcription tests relative to the per cent of accur cy 
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TABLE XL 
GRADING METHODS USED BY THESE 13 JURY MEMBERS FOR THE DICTA'l'ION-TRANSCRIM'ION 
TESTS 
(A) Percentage rating method only 
(B) Passing or failing method only 
(C) Mailable copy method only 
A and B combined 
A and C combined 
B and C combined 
A, B, and C combined 
Not stated 
Total 
A in (A, AB, AC, and ABC) 
B in (B,. AB, BC, and ABC) 
C in ( C, AC, BC, and ABC) 
Number of ju:.-y Per cent 
5 
3 
1 
2 
l 
1 
13' 
7 
3 
7 
38.4 
2J .,l 
100. 
53.8 
23.l 
53. 
Thi$ Table is read: The percentage r ating method alone was used by 5~ 
or J8.4 per cent, of these 13 jury members. 
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TABLE XLI 
ACCURACY REQUIREMENTS FOR THE DICTATION-TRANSCRIPTION TESTS OF 'fflE 6 JUllY 
.MEMBERS O USED THE PERCENTAGE RATING METHOD OF GRADING '!HE TRANSCRIPTS 
Per cent of accuracy Number of jury Per cent 
60 
70 
75 2 33.3 
80 
85 
90 
93 
95 4 66.7 
Total 6 100. 
Average per cent accuracy 88.3 
This Table is read: 75 per cent was the accuracy required by 2, or 
33.3 per cent, of the 6 jury members who used the percentage r ating 
method of grading the transcript. 
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which they recuired. 
This t able shows that 2, or one out of three, of t he 6 jury member 
who used this method of grading, required a 75 per cent accuracy, and t} t 
4, or t ,'!'o out of three, required a 95 per cent accuracy . The average 
accuracy required by these 6 jury members was 88.J per cent . 
Table XLII shows the total distribution of the responses of the 6 
jury members who used the percentage r ating method of gr ading the trans~ 
cripts for the dictation-transcription tests relative to whether or not 
they attached any penalty to the 24 items listed. 
There is r at her strong agreement among them as t o which items should 
be penalized. Item no. 4, 11a neat erasure" is the only one on which opinion 
is greatly divided; one-half of them penalized this d the other one- half 
did not. There is perfect agreement relative to 12 or one-half of all 
the items listed; 5, or 83 .3 per cent, of them agr eed also on t he other 
11 items. 
Table XLIII shows the total distribution of the r esponses of the 2 
jury members who used the passing or f ailing method. of grading the trans-
cripts for the dictation- transcr iption tests rel tive to number of errors 
permissabl e and the classification of these errors as to either mailable 
or unmailable . 
This table shows t hat of t his group of 2, 3 was t he maximum average 
nwnber of errors permitted on a letter that is "passing; it 3 was the 
average number of errors that can be corrected before mailing; 0 errors, 
t hat are considered unmailable errors were permitted. 
Table XLlV shows the total distribution of the responses relative 
to how each of t he 2 jury members who used the passing or failing method 
considered each of the 24 items listed. 
TABLE Il.II 
A TOTAL DISTRIBUTION OF THE RESPONSES OF THE 6 JURY MEMBERS mo 
USED 'IUE PERCENTAGE RATING METHOD OF GRADING THE TRANSCRIPTS Fon 
THE DICTATION-TRAISCRIPTION TESTS INDICATING WHET.HER OR NOT THS 
I TEMS I N THIS LIST 'IERE PENALIZED 
Number of Number of Total penali~ri.g in 
jury penal- jury penal- per cent and point. 
Item izing in izing in Number 
per cent points of jury Per cent 
indicating 
Uneven indentation of 
paragraphs 4 l 5 e3 • .3 
Two spaces between words 4 1 5 8.'.3 .'.3 
Incorrect spacing after 
punctuation 4 1 5 SJ.3 
Neat erasures 2 1 3 50.0 
Careless erasures 5 1 6 100. 
Transposition which changes 
context 5 1 6 100. 
Transposition which does not 
change context 4 1 5 a3. 3 
Wrong word which changes 
context 5 1 6 100. 
Wrong word which does not 
change context 4 1 5 s.3.3 
Omission which changes 
context 5 1 6 100. 
Omission which does not 
change context 4 1 5 83.3 
Inserted word which changes 
context 5 1 6 100. 
Inserted word which does not 
change context 4 l 5 g3. 3 
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TABLE XLII (Continued) 
Number of Number of Total penalizing i n 
Item jury penal- jury penal- per cent and points izing in izing in 
per cent points Number 
of jury Per oe.nt 
ind.ic a ting 
Misspelled word 5 1 6 1 ()0. 
Syllabication 5 ' 1 6 100. 
Strike over 5 1 6 100. 
Typographieal·error 4 1 5 a.3.3 
Punctuation which changes 
context 5. 1 6 100 .. 
Punctuation which does not 
change context 4 1 5 $3. 3 
Poor pl acement on .paper 4 1 5 83.'.3 
Capitalization 4 1 5 s.3.3 
Word repeated 5 1 6 100. 
"' 
Paragraphing 5 1 6 100. 
Abbreviation where word 
should be spelled out 5 1 6 100. 
This Table is read: 4 jury members who used the percentage method and 
1 who used the point method, or 83. 3 per cent of t he 6 who used the 
percentage method, att ached penalty to "uneven indentation of paragraphs .. t 
TABLE XLIII 
TOTAL DISTRIBUTION OF THE RESPONSES OF 2 JURY MEMBERS WHO USED THE PASSING ORF.AILING METHOD OF 
GRADING THE TRANSCRIPTS FOR THE DICTATION-TRANSCRIPTION TESTS RELATIVE TO THE NUMBER OF ERRORS 
PERMISSABLE AND THE CLASSIFICATION OF.THOSE ERRORS AS TO EITHER MAILABLE OR UNMAILABLE 
Number 
of 
1. What is maximum number of 
errors a letter can have 
and be passing? 
errors 
indicated 
0 
1 
5 
Total 
Number of 
jury 
indicating 
l 
1 
-2 
Average erro~~ item 1 
Average error item 2 
Average error item 3 
Per cent 
50.0 
50.0 
100. · 
3.0 
3.0 
o.o 
2. How many of these -errors 
·, can be corrected be.tore 
mailing? 
Number of 
, jury 
ir!dicat ing 
1 
1 
-
2 
Per cent 
50.0 
50.0 
-
100. 
J. How many of these 
may be' errors which 
are considered un-
mailable error? 
Number of 
jury.; , 
indicating 
2 
2 
Per cent 
100 
100. 
This Table is read: No ·unmai:!_3.ble error was allowed by these 2 jury members in a letter that was "passing." 
*3 was the average maximum number of errors a "passing'' letter can have. 3 was the average number of 
errors which could be corrected before mailing that a "passing" letter could have. 0 unmailable errors 
were allowed in a 11 passing11 letter . 
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TABLE D..IV 
TOTAL DISTRIBUTION OF THE RESPONSES RELATIVE TO HOO EACH OF THE 
2 JURY MEMBERS O USED THE PASSING OR FAILING METHOD CONSIDERED 
EACH OF THE 24 ITEMS LISTED 
Item 
Uneven indentation of 
paragraphs 
Two spaces between words . 
Incorrect spacing after 
punctuation 
Neat erasures 
Careless erasures 
Transposition which changes 
context 
Transposition which does not 
change context 
Wrong word which changes 
context 
Vrong word which does not 
change context 
Omission which changes 
context 
Omission which does not 
change context 
Inser ted word which changes 
context 
Inserted ord which does not 
change context 
Misspelled word 
Mailable Errors 
Number of 
jury Per cent 
indicating 
2 
2 
2 
1 
2 
1 
2 
1 
2 
l 
2 
1 
2 
2 
100. 
100. 
100. 
50. 
100. 
50. 
100. 
50. 
100. 
50. 
100. 
50. 
100. 
lQO. 
Unmailable Error 
Number of 
jury Pot c n 
indicating 
... 
-
1 50. 
1 50. 
1 50. 
1 
1 
... 
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TABLE XLIV (Continued) 
Item 
Syllabication 
Strike over 
Typographical error 
Punctuation which changes 
context 
Punctuation which does not change 
context 
Poor placement on paper 
Capitalization 
ord repeated 
Paragraphing 
Abbreviation where word should be 
spelled out 
Hailable Errors Unmailable , rors 
Number 
of jury 
indicating 
2 
2 
2 
2 
2 
1 
2 
2 
2 
2 
Number 
Per cent of jury Pr cent 
indicating 
100. ... 
100. 
100. 
100. ... 
100. 
50. 1 50. 
100. 
-
100. 
100. 
100 . 
This Table is read: 2 jury members, or 100 per cent of the ones who 
used the passing or failing method considered nuneven indentation of 
paragraphs," a mailable error. 
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Table XLIV shows that there is perfect agreement between these two 
regarding 18 items vhich they considered mailable errors; division of 
opinion exists concerning the other 6 items . 
Table XLV shows the total distribution of the responses relative to 
the bases of grading used by the 4 jury members who used the mailable copy 
method of grading the transcripts for the dictation- transcription tests. 
This table shows thut 1, or one out of four , of this group, based 
her grading on accuracy only; 3, or three out of four, based their grading 
on a composite of accuracy and transcription rate . 
Table XLVI shows the total distribution of the responses of the 4 ,jury 
members who used the mailable copy method of grading the transcripts for 
the dictation-transcription tests relative to the maximum number of mail-
able errors and the maximum number of mailable errors with correction 
allowed on mailable copy. 
This table sho,'lS that by the 4 jury members, who constitute this 
group, 3 was the average maximum number of mailable errors without correc• 
tion per 100 words; 3. 5 was the average number of errors that are mail-
able with correction per 100 words allowed on mailable copy. 
Table XLVII shows the total distribution of the responses relative 
to how each of 4 jury members who used the mailable copy method considered 
each of the 24 items listed. 
This table shows that there is considerable difference of opinion 
among these jury members concerning the classification of these items . 
The greatest amount of agreement exists concerning the items which deal 
with the changes in the transcripts which do not change context and the 
"neat erasure." Opinion is evenly divided concerning items 15, 20, 22, 
and 24. One item, "clogged keys" was added by one member to this list. 
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TABLE XLV 
TOTAL DISTRIBUTION OF THE RESPOJlSES RELATIV TO TUE BASES OF GR.A DING 
USED BY THE 4 JURY J..mmERS WHO USED THE llAILABLE COPY THOD OF GR4DIN3 
THE TRANSCRIPTS FOR THE DICTATION-TRANSCIUPTION TESTS 
Basis of grading Nwnber of jury Per cent 
Accuracy only 1 25.0 
Accuracy and transcription r ate 
.3 75.0 
Other basis 0 
Total 4 100. 
This Table is read: Accuracy was the sole basis of grading used 
by 1 jury member, or 25 .0 per cent of the 4 who used the mailable 
copy method of grd.ding t he transcript. 
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TABLE XLVI 
TOTAL DISTRIBUTION OF THE RESPONSES OF THE 4 JURY JIEW3ERS mo USED 
MAILABLE COPY METHOD OF GRADING THE TRANSCRIPTS FCR THE DICTATION-
TRANSCRIPTION TESTS RELATIVE TO THE MAXllIDJI NUMBER OF MAILABLE E,.~•v.,M.I' 
AND THE llAXD.lUl,( NUMBER OF MAILABLE ERRORS WITH C-ORRECTION ALLOWED 
ON MAI LABLE COPY 
Mumber 
of 
1. Maximum number of 
mailable errors 
allowed 
errors 
indicated Number of jury 
indicat ing 
Per cent 
0 
1 2 50. 0 
2 
3 
4 
5 2 50.0 
6 
7 
8 
10 
15 
Total 4 100. 
Average maximum errors allowed* 3.0 
Average maximum errors with 
correction 3.5 
2. Maximum number of mailable 
errors with correction 
allowed 
Number of 
jury 
indicating 
1 
1 
1 
l 
4 
Per cant 
25 .0 
25 . 
25.0 
25.0 
100 .. 
This t able is read: 1 error was allowed by 2 jury members, or 50.0 pel'" 
cent of t he 4 who used this method of grading; 1 error with correction 
was allowed by 1 jury member, or 25 .0 per cent of them. 
*3 was the average maximum number of mailable errors without correction; 
3. 5 was the average maximum number of mailabl e errors with correction 
allowed. 
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TABLE n.VII 
TOTAL DISTRIBUTION OF THE RESPONSES RELATIVE TO HO EACH OF THE 4 JURX 
MBERS mo USED THE MAILABLE COPY METHOD CONSIDERED EACH OF THE 24 ITEMS LIS 
Mailable Mailable 
without with Unmailabl 
correction correction 
Item 
~ ~ ~ ,.. ::s ...., 
·r-:i Q;() QI) 
"r-) 
'g -~ +> ~~ ~ ~-~ ,..~ Q ,..~ ,.. ~ i a> co 
.! ~ () Cl) () () (I) 0 (J !~ ,.. .0 :a ,.. ..0 :a ,., Q) l .;i Cl) !~ i:i.. a.. l 
-
Uneven indentation of 
paragraphs l 25.0 1 25. 0 2 50 .. 0 
Two spaces between words 2 50.0 l 25.0 1 25. 0 
Incorrect spacing after 
punctuation 2 50.0 1 25 . 0 1 25. 0 
Neat erasures .3 75.0 1 25. 0 
Careless erasures 3 75 .0 1 25.0 
Transposition which changes 
context l 25.0 3 75 .0 
Transposition which does not 
change context 3 75 .0 l 25.0 -
'irong word which changes 
context 1 25 .0 3 75.0 
Wrong word which does not 
change context 3 75 .0 1 25.0 -
Omission which changes 
context l 25 .0 3 75.0 
Omission which does not 
change context 3 75.0 1 25.0 
-
Inserted word which changes 
context l 25.0 3 7; .o 
Inserted word which does not 
change context 3 75.0 1 25.0 -
Misspelled word 3 75.0 1 25. 0 
Syllabication 2 50.0 2 50.0 
Strikeover 3 75.0 1 2; .o 
Typogr aphical error 3 75.0 1 25 . 0 
= 
TABLE XLVII {Continued) 
Item 
Punctuation which changes 
context 
Punctuation which does not 
change context 
Poor placement on paper 
Capitalization 
Word repeated 
Paragraphing 
Abbreviation where word 
s:ih0nlt:l. 1:-~ s!)ell1td out 
Clogged keys 
Mailable 
without 
correction 
~ 
.., 
QO 
c,.., C: 
0-n 1:: M~ Q) 
Cl) 0 0 
~~ M Cl) 
12, •r-l A. 
3 75.0 
2 50.0 
1 25.0 
Mailable 
with 
correction 
I>:. 
~ 
. .., 
QO 
tg !i ~ ..., M a, Cl) 
ii 0 J.. Cl) 
z •r-1 tl., 
3 75.0 
1 25.0 
3 75.0 
2 50.0 
1 25.0 
2 50.0 
Unmail bl 
>.. 
J.f 
::;$ 
...., 
f+-1 
0 +> C: J.. ., 
Cl) 0 ] t 
z n. 
1 25.0 
2 50.0 
1 25 .0 
2 50.0 
2 50.,0 
2 ;o.o 
1 25. 0 
This Table is read: 1 jury member, or 25.0 per cent of the 4 who use thi 
method of grading, considered ttuneven indentation of paragraphs, 11 mailable 
without correction; 1, or 25.0 per cent, considered it mailable with 
correction; 2, or 50.0 per cent, considered it unmailable. 
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CHAPTER IV 
A COMPARISON OF THE RESPm SES OF 164 OKLAHO HIGH SCHOOL TEACHERS WITH 
THE RESPO SES OF 13 JURY MEMBERS RELATIVE TO SUBJECT PROMOTION REQUIREMB iT 
AND THEIR BASES FOR MARKING THE PAPI!."RS THAT DETERMINE SUBJECT PROMOTION 
REQUIREMENTS FOR FIRST-YEAR SHORTHAND 
In order to determine whether or not t he requirements for subject 
promotion of the Oklahoma high school teacher s of first-year shorthand 
and their bases of marking shorthand papers for the purpose of determining 
subject promotion requirements are desirable, it. is necessary that their 
?"equirements and their practices that underlie their requirements, be 
compared with a reliable scale of measurement. 
The II jury, u which consists of shorthand teachers who in the opinions 
of shorthand experts are "competent" or outstanding in this field, consti-
tutes the scale of c omparison with vbich the requirements for subject 
promotion and the bases of marking shorthand papers which determine subject 
promotion requirements for first-year shorthand of Okla.iwma high school 
shorthand teachers is compared. 
The comparison is made in this chapter on the same divisions as thc,s• 
used to establish the requirements individually of these t wo groups; nar ly, 
Oklahoma high school teachers of first-year shorthand and the u jury" in 
Chapter II and Chapter III, respectively. 
Subject Promotion Requirements 
In making t h e comparison of the requirements for subject promotion 
of the Oklahoma high school teachers with those of the "jury" we must 
consider: 
1. The subject promoti. on requirements partially based on reading 
ability, on penmanship ability, on a knowledge of theory, a combination 
of these three, also, the achievements that they required i n each of thase 
t..nree.. 
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2. The nature of the dictation-transcription tests that they used; 
how they administered them, and what achievements were the minimum require-
ment for subject prornotion . 
Table XLVIII is a comparison of the responses of the Oklahoma high 
school teachers with t he responses of the jury members who specified 
whether or not they had certain requrements concerning reading ability, 
penma,nsh.ip ability, and t heory knowledge . 
The comparison as to whether or not they required a specified readill8 
rate is based on the r Jsponses of 95.7 per cent of the 164 teachers and 
76.9 per cent of the 12 jury members who specified definitely whether or 
not they required a reading rate . Of this group 48 . 4 per cent of the 
teachers, and 40. 0 per cent of the jw:y had a specified reading r ate re-
quirement; 51. 6 per cent of the teachers , and 60 . 0 per cent of the jury 
did not. This indicates that of the group of each division which had 
stated whether or not they required a reading rate, a larger percentage of 
the teachers t han the jury members did; that a larger percentage of the 
jury members t han teachers did not. 
The compari son relative to penmanship requirements is based on the 
responses of 95. 7 per cent of the 164 teachers and 76.9 per cent of the 
13 jury members m.o indic ated whether or not they had penmanship require-
,r.nents . Of this group, 40.1 per cent of the teachers , and 70 . 0 per cent 
of the jury had penmanship requirement s , but 59 .9 p r cent of the teachers 
f.l.nd 30.0 per cent of the jury did not . This in icates that a larger per-
tentage of the j ury than teacher s had penmanship requirements. 
The comparison relative to requirement of Order of Gregg Artists 
embership i s based upon the r eplies of t he 139 teachers and the 9 jury 
members who definitely stated whether or not they required this membership •. 
ffli. 
Or' 
Rcquir• opecitied readina rate 
Penmanship require:ne.nt 
O.O. A. me.rnbcrohip roquirccl 
Requiro G.r~.1.,. theory teat 
Require other theory test than G.N.L. 
Must t>ll.81l theory tost more than once 
of 1.hu toncheru a..nd 40.0 
tb.e jury did not . 
TABLR XLVIII 
Yeo 
~/\CHHRS t.tm nm RESPOnSES 
S CONC'.fmMitm Rr.Ao:mo ftiBI1I, ... , 
'/LEDGE 
NO 
Per oant of Per cent of Per cent of Per cont 
t eachers ;JffiX . " tenchers J2n: 
48. 4 40.0 51. 6 60.0 
40.l 70.0 59.9 30.0 
5.0 22.2 95.0 77. 
25. 9 9.1 71.1 90. 
65. l 6). 6 34.9 J6.4 
65.0 66.7 35 ,0 :n., 
-
~ 
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Of the group, 5.0 per cent of the teachers and 22.2 per cent of th 
jury required Order of Gregg Artists membership; 95 .0 per cent of the 
teachers, and 77.8 per cent of the jury did not require it. This i ndi-
cates that the majority of the teachers did not require Order of Gregg 
Artist membership, but no indications can be read concerning the jury 
and no comparison between the groups can be made. 
The comparison relative to the use of the Gregg News Letter Theory 
Application test is based upon t he responses of 158 teachers and 11 jury 
members who answered the question relative to its use . 
Of this group, 25 .9 pvr cent of the teachers, and 9.1 per cent of 
t he jury required the passing of this test; 71.1 per cent of t he teachers 
and 90. 9 per cent of the jury did not requi r e it . This indicates that 
more of this group of teachers t han of tne jury members required the 
passing of the Gregg News Letter test. 
The comparison r elative to the use of sane other theory test than 
the Gregg News Let ter Theory Application test is based upon the respons.e 
of the 149 teachers and the 11 jury members who indicated whether or not. 
they use<i it. 
Of this group 65.1 per cent of the teachers, and 63.6 per cent of 
the jury required the passing of a theory test other than the Gregg 
News Letter Theory Application; 34.9 per cent of the teachers, and 36.4 
per cent of the jury did not require it. This indicates that more than 
one-half of both the teachers and the jury embers required the passing 
of this test, but no comparison of the two groups can be nade. 
The comparison relative to the number of times the students were 
required to pass a theory test is based upon the responses of the 103 
teachers and the 6 jury members who answered this question. 
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Of this group, 65 per cent of the teachers and 66 .7 per cent of the 
jury required that a theory test be passed more than once; 35.0 per cent 
of the teacher s and 33. 3 per cant of the jury required a student to pass 
it only once. 
TABLE XLIX 
THE RESPOMSES OF 76 OKLAHOMA HIGH SCHOOL TEACHERS AND THE 
RESPONSES OF J JURY MEMBERS RELATIVE TO THE READING RATE 
REQUIREMENT 
Word per minute required Per cent of Per cent . 
teachers jury. 
Less than 100 34.2 
100 to 150 48.7 66.7 
151 to 200 3.9 
Comparable to long hand reading rate 7 •. 9 33.3 
Must be fluent readers 5.3 
Total 100. 100. 
of 
This Table is read: The rate required was less than 100 wpm by 34.2 
per cent of the teachers, but no jury members required a r ate which 
was less than 100 wpm. 
Table XLIX is a comparison of the responses of 100 per cent of th$ 
76 Oklahoma high school teachers with the responses of 75 .0 per cent or 
the 3 jury members who indicated whether or not they had a specified 
reading rate requirement. 
Of this group, 34.2 per cent of the teachers but no jury members 
had a reading rate lower than 100 wpm; 48.7 per cent of the teachers, 
and 66.7 per cent of the jury members required a rate between 100 and 
150 wpm; 3.9 per cent of the teachers, but no jury members had a rate 
betw"6en 150 d 200 wpm; 7.9 r cont of tho te. chers and 3.3.3 per cent, 
7 
of the jury specified that t hey required a rate comparable to longhand 
reading rate; 5.3 per cent of the teachers, but no jury members specified 
merely that the students must be fluent readers. This indicates that 
a little more than one-third of this group of teachers was satisfied 
with a rate lower than any jury member; that the largest percentage of 
both teachers and jury members required a rate between 100 and 150 wpm; 
that t here was a SL1all group of teachers that required a higher specified 
rate than any jury member; that both groups evidently had indi victual 
reading rates which were measured by the student•s longhand reading rate. 
TABLE L 
THE RESPONSES OF 92 OKLAHOMA HIGH SCHOOL TEACHERS AND 'IHE 
RESPONSES OF 7 JURY MEMBERS RELATIVE TO THE NATURE OF THE 
THEORY TESTS OTHER THAN THE GREGG NEWS LETTER TEST 
Nature of content Per cent of Per cent 
teachers jury 
Word 54.3 28.6 
Sentence 8.7 42.8 
Combination 3.7 28.6 
Total 100. 100. 
of 
This Table is read: Words constituted these tests used by 54.3 
per cent of the teachers; but only 28.6 per cent of the jury 
members used word tests. 
Table Lis a canparison of the responses of 94.8 per cent of the 
97 Oklahoma high school teachers with the responses of 100 per cent of 
the 7 jury members who used a theory test other than the Gregg News 
Letter Theory Application test and indicated the nature of these theory 
tests. 
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This table shows that 54.3 per cent of the teachers, and 28.6 per 
cent of the jury 11embers, used the "word" test; 8 . 7 per cent of the 
teachers and 42 . 8 per cent of the jury used the "sentence" test; 37 per 
cent of the teachers, and 28. 6 per cent of the jury members used a com-
bination of the ''word11 and "sentence" test. This indicates that more 
than one-half of t he teachers used the 11word11 test, but less than one-
third of the jury members used it; that the smallest percentage of 
teachers but the largest percentage of the jury members used the "sentence" 
test; that a larger percentage of teachers than the jury members used 
the combination of the "word" and 11 sentence 11 test. 
TABLE LI 
THE RESPONSES OF 85. 5 PER CENT OF THE 97 OKLAHOMA HIGH SCHOOL TEACHERS 
AND THE RESPONSES OF 85. 7 PER CENT OF THE 7 JURY MEMBERS mo USED SOME 
OTHER THEORY TEST THAN THE GREGG NEWS LETTER THEORY APPLICATION TEST 
AND WHO INDICATED THE WORD NUMBER CONTENT OF THEIR TE.STS, RELATIVE TO 
THE ORD NUMBER CONTENT OF THIS THEORY TEST 
Per cent of Per cent of Number of words teachers jury 
Less than 100 15.7 
100 49 . 4 33.3 
More than 100 32.5 50.0 
Variable 2.4 16.7 
Total 100. 100. 
Thi~ Table is read: A test which consisted or less than 100 words 
was giv n by 13.4 per cent of the teachers, l:ut none of the jury 
melRt>ers gave a test of this length. 
Table LI is a comparison of the responses of 85.5 per cent of the 
97 Oklahoma high school teachers with the responses of 85. 7 per cent of 
so 
t he 7 jury members who used some other theory test than the Gregg News 
Letter Theory Application test and indicated the word number content 
of their tests. 
This table shows that 15.7 per cent of the teachers but none of 
the jury members used a test which consisted of less than 100 words; 
that 49 .4 per cent of the teacrers, and 33.3 per cent of the jury used 
a test which consisted of 100 words; that 32.5 per cent of the teacher$• 
and 50 .0 per cent of t he jury used a test that consisted of more than 
100 words; that 2.4 per cent f t he teachers and 16. 7 per cent of the 
jury varied the lengths of these tests. 
Fifteen and seven-tenths per cent of the teachers used a shorter 
test than the jury members; a larger percentage of the jury mem'bers than 
teachers used the tests which consisted of more than 100 words . 
TABLE LII 
THE RESPONSES OF 138 OKLAHOMA HIGH SCHOOL TEACHERS AND '!HE 
RESPONSES OF 7 JURY MEMBERS RELATIVE TO THE DICTATION RATE 
OF THE THEORY TEST 
Rate of dictation Per cent of Per cent teachers jury 
Ten words per minute 18.7 20.0 
More than ten vmrds per rninut 81.3 80.0 
Total 100. 100. 
of 
This Table is re ad: The dictation r ate for the theory test was 10 'Vtp.ln as 
used by 18.7 per cent of t he teachers; by 20.0 per cent of the jury mber • 
Table LII is a comparison of the responses of 54.3 per cent of the 
138 Oklahoma high school teachers with the responses of 71.4 per cent £ 
the 7 jury members who indicated that t hey required the passing of some 
Sl 
theory test and indicated the r ate of dictation that t hey used. 
Table LI1 shows that 18. 7 per cent of the teachers and 20.0 per cent 
of the jury members dictated the theory test at t he rate of 10 wpm; that 
81.3 per cent of the teachers and 80.0 per cent of the jury members dicta-
ted it at a higher r ate. 
Almost an equal percentage of teacher s and jury rJ.embers who indicatad 
their dictation rate for the theory test, used the same r ates; of this 
group, the teachers used a little higher r ate than t he jury members. 
Table LIII is a comparison of the responses of 72. 5 per cent of the 
138 Oklahoma high school t eachers with t he responses of 100 . per cent 
of the 7 jury members who indicated that they required the passing of a 
theory test and who indicated t he accuracy requirements for the t heory 
test . 
This table shows t hat of this group, 36 per cent of the t eachers, 
and 42. 8 per cent f the jury members were s atisfied with less than 
90 per cent accur acy; 37. 0 per cent of the teachers, and 28.6 per cent 
of the jury members r eq ired 90 per cent accuracy; 37.0 per cent of the 
teachers and 28 . 6 per cent of the jury required a higher than 90 per ceat 
accuracy. This indicates that a larger percentage of jury members had 
a lower r at e of accuracy requirement than the teachers; t hat t here was 
a larger percent age of teachers than jury members i.n the middle group 
requirements; that there was a slightly higher percentage of jury members 
who required a higher r ate t han the teachers. 
Table LIV is a comparison of t he responses of the Oklah ma high 
school teachers with the responses of t he jury members relative to reading, 
perunanship, theory application t ests, singly and in combinations of either 
two or three. 
TABLE LIII 
THE RESPONSES OF 138 OKLAHOMA HIGH SCHOOL 
TEACHERS AND THE RESPONSES OF 7 JURY MEMBERS 
RELATIVE TO 'l1IE ACCURACY REQUIREMENTS FOR 
Accuracy required 
Less than 90 per cent 
90 per cent 
More than 90 per cent 
Total 
THE THEORY TEST 
Per cent of Per 
teachers 
J6.0 
37.0 
27.0 
100. 
cent of 
jury 
42.8 
28.6 
28.6 
100. 
This Table is read: Of the number who specified an accuracy 
requirement for the theory test, 36.0 per cent 0£ the teachers 
and 42.8 per cent of the jury members required an accuracy 
less than 90.0 per cent. 
82 
ea.cw g r t requir ont 
Pe W1Ship require · nt 
Th ory te t r quir nt 
or ad.ing rt, pe 
req ire n<.. 
hip 
l.IV 
theory t.eat 
eadin rnte and penaanship requi.r nt 
ading rate an.d t eory test requiro:..ent 
n.manship and th ory test 
Pr cent of 
teacher"" 
4a.4 
40.1 
89.0 
13. 9 
21.0 
:33.l 
23.2 
13.9 
40.0 
70.0 
30.0 
This T le is re d.: Of th 157 te che and the 10 ju.ry me era who 
indic t d wh ther or not they h 1 sp ci.f'ied re ding rate, 48.4 r 
cent or th te~chers 40.0 pr cent ot th jury b rs requir 
a specLle reading rat • 
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Table LIV shows that of the 157 teachers and 10 jury members who 
indicated whether or not they had a s pecified reading rate, 48.4 per 
cent of the teachers and 40.0 per cent of the jury members had a read-
ing r ate requirenent; that of the 157 teachers and the 10 jury members 
who indicated whether or not they had penmanship requirements , 40.1 
per cent of the teachers, and 70. 0 per cent f the jury member s had 
penmans hip requireraents; t hat of the 155 teachers and 11 jury members 
who indicated whether or not they had theory test requirements, 89.0 
per cent of the teachers and 63.6 per cent of the jury members had them; 
that of the 144 teachers and 10 jury members who indicated whether or 
not they had requirements for all three; namely, reading rate, penmanship, 
and theory, 13.9 per cent of the teachers and 40.0 per cent of the jury 
had none concerning any one of them; that of 150 teachers and 11 jury 
members who indicated whether or not they had requirements concerning 
both reading rate and penmanship requirements, 21.0 per cent of the 
teachers, and 27.3 per cent of the jury members had both; of the 151 
teachers and 11 Jury members who indicate whether or not they had re-
quirements for both reading and theory, 33.1 per cent of the teachers, 
and 36.4 per cent of the jury members did; that of the 151 teachers and 
11 jury members who indicated whether or not they had requirements for 
both penmanship and theory, 23.2 per ~ent of the teachers, and 45.4 
per cent of the jury members did; that of the J.J.4 teachers and 10 jury 
members who indicated whether or not they had requirements for all three, 
namely, r eading rate, penmanship, and theory test, 13.9 per cent of the 
teachers and 30.0 per cent of the jury members did. 
'l'a.ble LV i s a comparison of the responses of 164 Oklahoma high 
school teachers with the responses of 13 jury members relative to certain 
TABLE LV 
THE RESPONSES OF 164 OKLAHOW. HIGH SCHOOL TEACHERS AND THE RESPONSES OF 13 JURY 
MEMBERS RELATIVE TO CERTAIN REQUIRElIBNTS CONCERNING DICTATION-TRANSCRIPTION 
ABILITY AND CERTAIN PRACTICES USED BY THESE TEACHERS IN ADMINISTERING THE TEST 
Require 5 minute dictation transcription test 
Require specified but different l ength test than 5 
minute 
Require typed transcripts 
Transcription rate requirement for typed transcripts 
Transcription rate requirement for long hand transcripts 
Give preview of difficult words 
-Permit reading of notes before transcription 
Permit use of dictionary during transcription 
Permit erasing 
Permit rewritine of transcript 
Yes 
Per cent of 
teachers 
76.1 
21.9 
77.4 
37.7 
63.1 
69.0 
75.2 
86.1 
60.8 
No 
.Per cent of Per cent of 
jury teachers 
84.6 
15.4 
30.8 
25 .0 
57.1 
33.3 
58.3 
91.7 
90.9 
45.5 
23.9 
78.1 
22.6 
62.3 
36.9 
31.0 
24.8 
13.9 
39.2 
Per cent 
of jury 
15.4 
84.6 
69.2 
75.0 
42.9 
66.7 
41.7 
8.J 
9.1 
54.5 
This Table is 1."ead: Of the 94. 5 per cent of the 164 teachers and 100 per cent of the 13 jury members 
who il}dioated i..l1et.ber or not th«,- 1'1tquired a ,-minui.e test, 76.l per cent of the teachers and 84.b 
per eent of the jury members, did; 23.9 per csat of the teachers, and 15.4 per cent of the jury membern 
did not. 
VI 
requirements concerning dictation-transcription ability, and certain 
practices used by the.se teachers in administering this test. 
The comparison of whether or not they required a 5-minute test is 
based on the responses of 94.5 per cent of the 164 teacher s and 100 per 
cent of the 1.3 jury members who answered this question . Of this group, 
76.1 per cent of the teachers anj 84.6 per cent of the Jury required a 
5-minute dictation-transcription test; 23.9 per cent of the teachers 
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and 15.4 per cent of tbe jury did not require it. This indicates that 
not as large a percentage of the teachers as ju members required a 5-
minute test; that the larger percentage of both teachers and jury members 
required it. 
The comparison of whether or not they required a specified, but 
different length than a 5-mi.nute test, is based on the responses of 92 .1 
per cent of the 164 teachers and 100 per cent of the 13 jury members . 
Of this group, 21.9 per cent of the teachers and 15.h per cent of the 
jury required one; 78.l )er cent of the teachers and 84.6 per cent of 
the jury did not . This indicates that a larger percentage of teachers 
than jury members used a different than 5-minute length test; that the 
smaller percentage of both t he teachers and the jury members used this 
length test. 
The compar i son of whether or not they required typed transcripts 
is based on the responses of 97.0 per cent of the 164 teachers and 100 
per cent of the 1.3 jury members . Of this group, 77 . 4 per cent of the 
teachers and 30.8 per cent of the jury required them; 22.6 per cent of the 
teachers and 69 .2 per cent of the jury did not. This i ndiea.tes that more 
than twice as many teachers as jury members required typed transcripts; 
that only one-third of the jury me..mbers required them. 
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The comparison of hether or not they had a transcription r ate re-
quire ent for typed transcripts is based on the r esponses of 93.9 per 
cent of the 164 teachers and 30.4 of the 13 jury ,embers . Of this grou, 
37.7 per cent of the t c_1er• and 25.0 por ce ft.he jury did; 62 . 3 
per cent or the te chers and 75.0 r c nt f the jury did not . Thia 
indicates that a larger perc nta.ge of th teachers than jury me era had 
transcription rt requirements . 
The co parison of whether . r not t ey had a transcri i n r ate re-
quire, ent for lou hand tro.nscripts i s 1:.as ed on the responses of 53. 8 
per cent of t he 13 jury members who indicated hether or not they had 
these transcription require .. ents. None or t he teachers indicated whether 
or not they had; 57. 1 per c nt of the 7 jury embers indicated that t hey 
had definite requirement s ; 42 .. 9 per cent, indicated tha t they did not 
have. 
The compari on of whether or not they gave a previe ot difficult 
words before dictating the dictation-transcription test, is baa don the 
responses of 95.7 per cent f the 164 te chers nd 92.3 per cent of the 
13 jury members 10 ans ered this question . Of this group, 63.1 per 
cent of the teac ors and 33. 3 per cent of the jury d.id;,36 . 9 per cent 
of the teachers and 66. 7 per cent of the jury did not . This indicates 
that a preview of difficult words was given be.f'ore the diet ti n- trans-
cription test by both the teacher ad jury me .hers, but that ost tic 
as many teachers as jur:, , .emb r s did so. 
The comparison of h.ethe r or not they permitted students to read 
their n tes before transcribing is based on the responses of 94. 5 per 
cent of the 164 teachers and 92. 3 per cent of the 13 jury me, hers. Of 
this group , 69. 0 per cent f the teachers and 58.J r cent £ the jury 
permitted it; 31.0 per cent of the t e cher s and 41.7 per cent of the 
jury did not. A l arger pe rcent age of the te cher than jury members 
permitted this practice. 
A comparison of t he groups as to wh ther or not they pern1itt~d 
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the use of the dictionar y during transcription is b sed on the responses 
of 95.7 per cent of the 164 teachers and 92 .3 per cent of t he 13 jury 
members. Of this group, 75.2 per cent of the teac.l:Jars, and 91.7 per 
cent of the jury permitted it; 24 .8 per cent of the teachers and 8.3 
per cent of the jury did not . A larger percentage of the jury than 
teachers perrrdtted t he students to use the dictionary while transcribing. 
The comparison of t he groups as to whether or not they permitted 
erasing is based on t he responses of 96.3 per cent of the 164 teachers 
and 81} . 6 per cent of the 13 jury nembers. Of this group, 86.l per cent 
of the teachers and 90.9 per cent of the jury permitted it; 13.9 per 
cent of the teachers and 9.1 per cent of the jury did not permit it. 
E~asing was permitted by a large percent~ge of both teachers and jury 
members . 
The comparison of the groups as to whether or not they permitted 
rewriting of the transcripts is based on the responses of 96.3 per cent 
of the 164 teachers and 84 .6 per cent of the 13 jury members . Of this 
group, 60.8 per cent of the teachers and 45.5 pe r cent of the jury per-
mitted it; 39.2 per cent of the teachers and 54.5 pe r cent of the teachers 
did not permit rewriting of the transcripts. It is not pos sible to read 
any indications with reference to comparison because of the limited per-
centage and scattering of t he responses . 
Table LVI is a comparison of t he r esponses of 97.3 per cent of the 
151 teachers and 100 per ce t of the 13 jury members who indicated that 
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TABLE LVI 
RESPONSES OF 151 OKLAHOllA HIGH SCHOOL TEACHERS AND THE RESPONSES 
OF 13 JURY MEMBERS WHO INDICATED THE DICTATION RATE THAT THEY 
USED FOR THE DICTATION-TRANSCRIPTION TEST 
Rate of dictation Per cent of Per cent of 
teachers jury 
Less than 60 words 9.5 7.7 
60 words 51.0 69.2 
More than 60 words 39.5 23.1 
Total 100. 100. 
This Table is read: 9.5 per cent of the teachers and 7.7 per 
cent of the jury members who indicated their dictation r ate, 
used a r ate less than 60 wpm. 
' 
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they required a dictation-transcription test relative to the dictation 
rate that they used for the dictation-transcription test. 
Table LVI shows that 9. 5 per cent of the teachers and 7.7 per cent 
of t he jury members used a r ate of less than 60 wpm; that 51.0 per cent. 
of the teachers and 69.2 per cent of the jury members used 60 wpm; that 
39.5 per cent of the teachers and 23.1 per cent of the jury members used 
a higher r ate. 
A small group of both teachers and jury members used a dictation 
rate lower than 60 wpm; over one- hal f of both teachers and jury members 
used the 60 wpm rate; a small percentage more of the teachers than jur7 
members used a higher rate as the minimum for the dictation-transcription 
test. 
Table LVII is a comparison of t he responses of 82. 8 per cent of 
the 58 teachers and 80.0 per cent of the 5 jury members who had transcription 
rate requirements relative to their transcription rate requi rements for 
t he dictation-transcription test •. 
Thirty-five and four-tenths per cent of the teachers, and 75.0 per 
cent of the jury members required a transcription r-d.te of l ess than 20 
wpm; 25 .0 per cent of the teachers and also of t he jury ember s required 
a rate of 20 wpm; 39 . per cent of the teachers , but none of the jury 
members required a higher transcription r ate. 
Table LVIII is a comparison of the responses of 73.5 per cent of 
the 151 teache s and 92 . J pe cent of the 13 jury rr_embers ,,mo indicated. 
that they required a dictation-transcription test relative to their 
accuracy requirement for this test . 
Table LVIII shows that 10. 8 per cent of the teachers, but none of 
the jury members were satisfied with an accuracy of less than 95 per cent; 
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TABLE LVII 
THE RESPONSES OF 58 OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES OIi' 
4 JURY MEMBERS mo INDICATED THEIR TRANSCRIPTION RATE REQUIREMENT FOR 
THE DICTATION-TRANSCRIPTION TEST 
Transcription rate Per cent of Per cent. of teachers jury 
Less than twenty words 35.4 75.0 
Twenty words 25 .. 0 25.0 
More than twenty words 39.6 
Total 100. 100. 
This Table is ·read: Less than 20 wpm was the transcription rate re-
quirement of 35 .4 per cent of the teachers and 75 .0 per cent of the 
jury members who indicated their transcription rate requirement. 
TABLE LVIII 
RESPO SES OF lll OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES OF 12 
JURY MEMBERS WHO INDICATED THEIR ACCURACY REQUIREMENT, FOR THE DICTATI ON-
TRANSCRIPTION TEST 
Per cent of accuracy required Per cent of Per cent of teachers jury 
Less than 95 10.8 
95 87.4 100. 
More than 95 l.8 
Total 100. 100. 
This Table is read: Of the lll teachers who indicated their accuracy 
requirement for the dictation-transcription test, 10. 8 per cent of 
them r equired less than 95 .0 per cent accuracy and of the 12 jury 
members, none required an accuracy less than 95.0 per cent. 
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that 87.4 per cent of the teachers, and 100 per cent of the jury required 
95.0 per cent accuracy; that 1.8 per cent of the teachers, but none of 
the jury members re quired a higher accuracy. 
Of this group, there i s perfect agreement ar.1ong the jury members 
relative to accuracy requirement; there is a wider r ange among the teachers; 
one out of ten of the teachers was satisfied with a lower degree of accur -
acy than any of the jury members; a small percent age required a higher 
degree of accuracy t han the jury members . 
Table LDC is a comparison of the r esponses of 95 . 7 per cent of the 
164 Oklahoma high sch ol teachers with the responses of 92 . 3 per cent of 
the 13 jury members who indicated the quality of material t hat they us~d 
for the dictation-transcription test. 
This table shows that 40. 8 per cent of the teachers and 83. 3 per 
cent of the jury used new Gregg News Letter material, either alone or 
with s ome other material; that 26. 1 per cent of the teachers and 58.J 
per cent of the jury members used practiced Gregg News Letter material, 
either alone or with some other material; that 70.1 per cent of the 
teachers, and 50.0 per cent of the jury meobers used new material si mil r 
to the Gregg News Letter material, either alone or with some other mat Es,ri · ; 
37.9 per cent of the teac hers, and 33.3 per cent of the jury used practiced 
material similar to the Gregg News Letter material, either alone or with 
some other material; 27.4 per cant f the teachers, and 25.0 per cent t 
the jury members used n.ew oaterial easier tha n the Gregg News Letter 
.material, either alone or with some other material; 17.8 per cent of 
t he teachers, and 16.7 per cent of the jury members used pr acticed material 
easier than Gregg News Letter material, either alone or with some other 
material. 
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TABLE LDC 
THE RESPONSES OF THE 157 OKLAHO!!A HIGH SCHOOL TEACHERS AND THE RESPONSES 
OF 12 JURY MEMBERS RELATIVE TO THE QUALITY OF MATERIAL THAT THEY USED 
FOR THE DICTATION-TRANSCRIPTION TF..ST 
a. Use new G.N .L. either alone or with 
some other materia l 
b. Use practiced G.N.L. either alone or 
with some other material 
c. Use new material similar to G.N.L. 
either alone or with some other 
material 
d. Use practiced material similar to 
G. N.L. either alone or with some 
other material 
e. Use new material easier than G.N.L. 
either alone or with some other 
material 
f. Use practiced material easier than 
G.N.L. either alone or with some 
other material 
Per cent of 
teac ers 
40.8 
26.1 
70.1 
37.9 
27.4 
17 .. 8 
Per cent of 
jury 
83 .3 
58.J 
50.0 
33.3 
25.0 
16.7 
------------ --------------------·-
This Table is read: New Gregg News Letter material, either alone or 
with some other material was used by 40.8 per cent of t he teachers 
and by 83 .J per cent of the jury members . 
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Both the teachers and jury members used all types of material upon 
which they based their pr omotion requirements; twice as l arge a percent-
age of jury members as teachers used ne also pr acticed Gregg News Letter 
material; a ratio of almost 7 to 5 exists between the teachers and jury 
members who used new material similar to the Gregg News Letter material; 
the difference between the teachers and jury members relative to the 
use of the other types of materials was very slight. 
TABLE LX 
THE RESPONSES OF THE 157 OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES 
OF 12 JURY MEMBERS RELATIVE TO NEW MATERIAL, PRACTICED MATERIAL, OR A 
COJBINATION OF THESE OAS USED FOR THE DICTATION-TRANSCRIPTION TESTS 
Per cent of Per cent of 
teachers jury 
Use only new material 49.7 41.7 
Use only practiced material 4.5 8.3 
Use both new and practiced material 45.8 50.0 
Total 100. 100. 
This Table is read: Onl y new material was used by 49.7 per cent of 
the teachers and by 41. 7 per cent of the j ury members. 
Table LX is a comparison of the r esponses of 95.7 per cent of the 
164 Oklahowa high school teachers and the responses of 92.3 per cent of 
the 13 jury members relative new material., practiced material, or a 
combination of these two as used for the dictation-transcription tests. 
This table shows that 49.7 per cent of t he teachers and 41.7 per 
cent of the jury members used onl y new material; 4.5 per cent of the 
teachers, 8.J per cent of the jury used only practiced material; 45. 8 
per cen ! th t t l. Jury d both _ e a. 
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' TABLE LXll 
THE RESPOUSES OF THE 164 OKLAHOMA HIGH SCHOOL TEACHERS AND THE 
RESPONSES OF THE 13 JURY MEMBERS RELATIVE TO THEIR GRADING 
METHODS FOR THE DICTATION-TRANSCRIPTION TESTS 
Per cent of .Par cent 
teachers jury 
(A) Percentage r ating method only 23.2 38.4 
( B) Passing or failing method only 9.7 
... (C) Mailable copy method only 35.3 23.1 
A and B combined 3.7 
A and C co.tab.ined. 
,, 3.7 7.7 
Band C combined 7.3 ·15.4 
A, B, and C combined 11.,0 7.7 
Other method or not stated 6.1 7.7 
Total 100. 100. 
A in (A, AB, AC, and ABC ) 42.1 53.8 
B in (B, AB, BC, and ABC) 31.7 23.1 
C in (C, AG; BC, and ABC) 57.3 53.8 
of 
This Table is read: The percentage ting method alone was used by 
23.2 per cent of the teachers; by 38.4 per cent of the jury members. 
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grading meth ds for the dictation-transcription tests. 
This table shows that 23.2 per cent of the teachers and 38.4 per 
cent of the jury members used the percentage r ating method only; 9 7 pe:r 
cent of the teachers used the passing or f ailing method only; 35.3 per 
cent of the teachers, 23.1 per cent of the jury used the mailable copy 
method only; that 3.7 per cent of the teachers, but none of the jury 
combined percentage r ating method and passing or failing method: that 
3.7 per cent of the teachers, 7.7 per cent of the jury combined the per-
centage r ating method with the mailable copy method; that 7.3 per cent 
of the teachers, 15.4 per cent of the jury combined passing and failing 
method with mailable copy method; that 11 per cent of the teachers and 
7. 7 per cent of the jury members combined all three methods; 6.1 per 
cent of the teachers and 7.7 per cent of the jury did not state what 
method they used; 42.1 per cent of the teachers and 53 •. 8 per cent of the 
jury members used the percentage r ating method either alone or in combi-
nation with one or both of the other methods; 31.7 per cent of the teacher, 
23.1 per cent of the jury members used the passing or failing method either 
alone or in combination with one or both of the other methods; 57.3 per 
cent of the teachers, 53.8 per cent of the jury used the mailable copy 
method either alone or in combination with one or both of the other methods . 
The percentage rating method was used by the largest percentage of 
the jury members; the mailable copy method was used by the largest per 
centage of the teachers; the percentage r ating method was used either 
alone or in combination with one or both of the other methods by the 
same percentage of jury members as was the mailable copy method either 
alone or in combination with one or both of the other methods; the largest 
percentage of teachers used the mailable copy method either alone er in 
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combination with one or both of the other methods. 
Table LXIII is a comparison of the responses of 69.5 per cent of 
the 69 Oklahoma high school teachers with the responses of 85.7 per cent 
of the 7 jury members who used the percentage rating method of grading 
transcripts. 
This table shows that there was a great deal of difference in the 
accuracy requirements of the teachers, and that there was much closer 
agreement among the jury members; 16.7 per cent of the teachers, but 
none of the jury members were satisfied with an accuracy of l ess than 
75.0 per cent; 33.3 per cent of the jury but none of the teachers re-
quired 75.0 per cent; 35.4 per cent of the teachers, but none of the 
jury ranged between 75 per cent and 95 per cent; that almost one-half 
of the teachers and two-thirds of the jury required an accuracy of 95 
per cent. 
The range of accuracy required by the teachers was much wider than 
that required by the jury members; a higher degree of accuracy was re-
quired by a larger percentage of jury members than by teachers. 
Table LXIV is a comparison of the responses of 46. l per ceat of 
the 52 Oklahoma high school teachers with the responses of 66. 7 per cent 
o the 3 jury members who used the passing or failing method of grading 
the t .. ,~.:~ac.ripts for the dictation-transcription tests relative to the 
nwnber of errors permissable and the classification of these errors as 
to either mailable or unma.ilable. 
On a letter that is 1passingtt the average maximum number of errors 
permitted by the teachers is 6. 6; by the jury, 3; the average number of 
errors that can be corrected before mailing permitted by the teacher s i s 
4.1 and by the jury, 3; the average nwnber of unmailable errors allowed 
TABLE LXII I 
THE RE.5PONSES OF 48 OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES 
OF 6 JURY MEMBERS ·mo USED Tiffi PERCENTAGE RATING METHOD OF GRADING 
TRANSCRIPTS 
Per cent of accuracy Per cent of Per cent of teachers jury 
60 2.1 
70 14. 6 
75 33.J 
80 2.1 
85 14. 6 
90 16. 6 
93 2.1 
95 47.9 66.7 
Total 100. 100. 
This Table is read: 60 per cent was the accuracy required by 
2.1 per cent of the teachers, but no jury member had an accuracy 
requirement as low as 60 per cent. 
---
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1. What is the ma.;ximum number 
Number of errors a letter can have 
or and be passing? 
er.rors 
indicated Per cent of Per cent of 
teachers jury 
0 4.2 
-
l - 50. 0 
2 
- -
3 25.0 -
4 12. 5 -
5 33.3 50. 0 
6 4.2 
8 
- -
10 8. J 
-
15 4.2 
17 4.2 
20 
- -
30 ! ... . 
Total 100. 100. 
Average error* item l 6. 6 J.O 
Average error item 2 4.1 J.O 
Average error item 3 1.04 o.o 
TABLl~ L..'UV 
2. How nany of these errors 
can be corrected before 
mailing? 
Per cent of Per cent of 
teachers jury 
4. 2 
-
-
50. 0 
29 . l 
-
35. 5 -
4 . :2 
12. 5 50. 0 
4.2 
4.2 
-
4.1 
-
100 . 100. 
3. 
2 Jtm' W\ 
~ OlCTf't~ 
rn; CLASSIFICATION 
How many of these may be 
er rors which are considere1l 
unmailable errors? 
Per cent of Per cent of 
teachers jury 
50. 0 100. 
8. J 
25 .0 
8. J 
4.2 
4.2 
100. 100. 
This Table is read: No error 1,va.s allo~ed b;r 4 . 2 per cent of the teachers in a letter that wns "passing;" 
there was no jury member who did not allow an error; 4 . 2 per cent of the teachers allowed no error th!lt 
could be corrected befor e mailing; 50.0 per cent of the teachers and 100 per cent of the jury did not 
allow any unmailable error. 
*6. 6 was the average maxiliium number of errors a "passing" letter is allowed by the teachers; 3.0 was the 
imum number of errors a 11pasGi~11 letter is allowed by t he jury mernbers; 4 .1 was t he average 
l't"'.>rs llhich could be corrected before mailing allowed by tha taact.ers; J.O l1<'UJ t,h 
.number of orl"ors which could be corrected b6£ore ~ailing allowed by t h<J ,1u.ry members; l.Oh 
nut.itber of uru:..::1ilab.~e errvr!I o.llo•od in a 1tpasslog11 lettt;Jr by the teachers . None all 
,mbers. 
I::'.' 
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by the teachers is 1.04 and none by the jury. 
This indicates that the accuracy requirement of the jury on a ltpas s-
ingn letter was higher than that of the teachers. 
TABLE LXV 
THE RESPONSES OF .38 OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES OF 4 
JURY MEMBERS WHO USED THE MAILABLE COPY METHOD OF GRADING THE TRANSCRIPTS 
FOR THE DICTATION-TRANSCRIPTION TESTS RELATIVE TO THEIR BASES OF GRADING 
Basis of grading 
Accuracy only 
Accuracy and transcription rate 
other bases 
Total 
Per cent of 
teachers 
21.0 
71.1 
7.9 
100. 
Per cent of 
jury 
25.0 
75 .0 
100. 
This Table is read: Accuracy was the sole basis of grading used by 
21.0 per cent of the teachers; by 25.0 per cent of the jury members . 
Table LXV is a canparison of the responses of 40.4 per cent of the 
94 Oklahoma high school teachers with the responses of 57.l per cent of 
+.he 7 jury l!!"'..m.bers who used the mailable copy method of grading the trans-
cripts for the dictation-transcription test relative to their bases of 
grading. 
Twenty-one per cent of the teachers and 25.0 per cent of the jury 
members based their grade entirely on accuracy; 71.1 per cent of the 
teachers and 75.0 per cent of the jury based their grade on a composite 
requirement of accuracy and transcription rate; 7.9 per cent of the teaohers 
based their grade on some other bases not specified. 
Almost three-fourths of the teachers and three-fourths of the jury 
members based their grade on a composite requirement of accuracy and trana-
aeription r ate; almost the a. zte peroeL'ltage of te chers and Jury members 
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based their gr ade on these t wo divisions; namely, accuracy and a combi-
nation of accuracy and transcription r ate; a small percentage of the 
teachers used other bases which they did not indicate. 
Table LXVI is a comparison of the responses of 40.4 per cent of the 
94 Oklahoma high school teachers with the responses of 57.1 per cent of 
the 7 jury members who used the mailable copy method of grading the trans-
cripts for the dictation- transcri ption tests relative to the maximum 
number of mailable errors and t he maximum number of mailable errors with 
correction allowed on mailable copy. 
The average maximum number of mailable errors without correction 
per 100 words allowed by the teachers was 4.6; the jury, 3; the average 
number of errors mailable with correction per 100 words allowed by the 
teachers was 5.3; the jury, 3. 5. 
The accuracy requirements of the jury on mailable copy was higher 
than t hat of the teachers . 
Table LXVII is a. comparison of the responses of the Oklahoma high 
school teachers with the responses o.f the jury members as to how they 
consider each of the 24 items listed. 
This table shows that the closest agreement between the teachers and 
the jury was in the group which used the percentage r ating method. In 
this group, there was perfect agreement on item 20, "poor placement on 
page;" 83.3 per cent of both groups attached penalty to this item. There 
was very little agreement between the teachers and jury members who used 
the passing or failing met hod relative to classification of these items 
as mailable or umnailable errors; there was also much difference of opinion 
among the members of t he t wo groups t hat used t he mailable copy method 
relative to classification of items as mail able without correction, mai ble 
with cor rection or unmailable. 
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TABLE LXVI 
THE RESPONSES OF THE OKLAHOlJA HIGH SCHOOL TEACHERS AtID THE RESPOliS;:'C: 
OF THE JURY MEMBERS mm USED THE rnABLE COPY .METHOD OF GRADING THE 
TRANSCRIPTS FOR THE DICTATION-TRA SCRIPTION TEST RELATIVE TO THE 
M.AXmuM NUMBER OF MAILABLE ERRORS AND THE 11..AXIMU 1 NUMBER OF MAILAB 'II' 
ERRORS i~TH CORRECTION 
Number .fa:x.imwn number of mailable Maximum number of mailable 
of errors allowed errors with correction allowed 
errors Per cent of Per cent of Per cent of Per cent rJf 
indicated teachers jury teachers jury 
0 5.3 7.9 
l 10 • .5 50.0 7.9 25.0 
2 15. 8 10.6 25 .0 
3 2.6 
4 5.J 2. 6 
5 50.0 50.0 36.9 25.0 
6 2. 6 2.6 25.0 
7 2.6 
8 5.3 5.3 
10 2.6 18.4 
15 2.6 2. 6 
Total 100. 100. 100. ·100. 
Average maximum errors allowed* 4.6 3.0 
Average maximum err0rs without 
correction 5.3 3.5 
This Table is read: !Jo errors were allowed by 5.3 per cent of the teachers , 
all jury memb~rs allowed an error; 7.9 per cent of the teachers allowed no 
~rror with correction, all jury members allowed an error with correction. 
*4.6 as the average maximum number of mailable errors without correction 
allowed by t he teachers; 3.0 was the average number of ailable errors 
without correction allowed by t he jury members . 5~3 was the average n ber 
of errors with correction allowed by t he teachers; 3.5 was the average 
number of error s with correction allowed by the jury members . 
~DI..H; LXVI 
H(J 14\ UIGH SGUOOL TEACHI:R:J AND THE RESPONSES Of nm JURY 
ACH OF TH.Jru CONSlOERED EA.CH or THE 24 ITEJJS LISTED 
It.em 
Percenta.«e ro.tin 
method 
Tvtal penalizing in 
Pasoin_g or .f'ailin.,. 
.method 
per cent or points error errors 
T 
Uneven indentation of 
paragraphs 81. 2 
Two spaces between words 8').6 
Incorrect spacing aftor 
punctuation 87. , 
Neat eraaureo 31.z 
Careless erasures 85.4 
ransposition which 
changes context 87,5 
ranspos1tion which does 
not chn.nge eunte.xt 66. 7 
Wrong word \·diich changes 
context 93.7 
~rong word which does 
not cha.ngo context 66. 7 
ssion which chnUR.es 
eontext 
Omission which does 
not ehangQ context 
Inserted word which 
chungt.1s context 
lnsertod nord which doe 
not change corlte:d 
9.6 
68.7 
91.7 
.... 4 
J** 
s3.3 
83.3 
SJ . 3 
50.0 
100 
100 
8J. J 
100 
8J. 3 
100 
. J 
100 
a3.3 
T J T 
---
29. 2 100 10.a 
75.0 l0!1 25. 0 
37. 5 100 62. 5 
95.0 !)0.0 4 . 2 
9. 2 100 70.0 
12. 5 ;o.o s7.5 
87 . 5 100 12. 5 
12.; 50.0 87. 5 
8.3. J 100 ).6.7 
12.5 ,o.o a7. 5 
83.3 100 16.'7 
12.5 ;o.o a7.5 
79. 2 100 20.8 
J 
50.0 
50. 0 
50.0 
50. 0 
50.0 
:Mailable copy method 
.ilablu .Mailable Unmaila.ble 
without 
correction oorraction 
T J 'l' J 
- --
21.0 25.0 21.0 25 .0 
18.9 50.0 15.8 25 .0 
50.0 50.0 28.9 25 .0 
71. l 75.0 28.9 
5.3 - 13.2 75.0 
2.6 - 18.4 25 .0 
84.2 75 .0 10.5 25 .0 
. 2 . 6 - 29.0 25.0 
84.2 75.0 10.5 25 .0 
2.6 - 21.1 25 .0 
89 .4 75.0 5.3 25 .0 
2.6 - 15.8 25.0 
89. 5 75 .0 10. 5 25.0 
1' J 
7.9 50.0 
5.3 25 .0 
21.1 25 .0 
25.0 
s1.5 25 .0 
79.0 75.0 
5 • .3 -
68.4 7;.o 
5.3 -
76. ) 75 .0 
5.; -
81.6 75.0 
.... 
¥ 
I 
TABLE LXVII {Continued) 
Percentage rating Passing or failing 
method method 
Item 
-..,.....-,---------Tot al penalizing in Mailable Unmailable 
per cent or points 
T 
Misspelled word 95.8 
Syllabication 87.5 
Strikeover 91.7 
Typographical error 93 •. 7 
Punctuation which 
changes context 
Punctuation which 
does not change 
87.5 
context 50.0 
Poor placement on paper83.3 
Capitalization 93.7 
Word repeated 93.7 
Paragraphing 91.7 
Abbreviation where word 
should be spelled 
J 
100 
100 
100 
83.3 
100 
83.3 
83.3 
83.3 
100 
100 
errors errors 
T J 
--
T J 
12.5 100 87.5 
29.2 100 70.8 
12.5 100 87.5 
16.7 100 83.J 
16.7 100 83.3 
95.8 100 4.2 
29.2 50.0 70. 8 50.0 
33.3 100 66 .. 7 
12.5 100 87.5 
37.5 100 62.5 
Mailable copy method 
Mailable 
without 
Mailable 
with 
Unmailable 
correction correction 
T J 
7.9 -
2.6 -
13.2 -
84.2 75.0 
15.8 50.0 
15.8 -
7.9 -
36.9 25.0 
T 
_L_ ....'L. J 
73.7 75.0 26.3 25.0 
57.9 50.0 34.2 50.0 
57.9 75.0 - 25.0 
71.1 75.0 15 .. 8 25.0 
50.0 75 .0 50.0 25.0 
15.8 25.0 .. 
7.9 - 76.3 50.0 
73.7 75.0 10.5 25.0 
31.6 50.0 60.5 50.0 
10.5 25 .0 52.6 50.0 
100 37.5 100 62 . 5 _ . ,  - 26.3 - 21.1 50.0 52.6 50.0 
Machine error 2.6 
Clogged keys 25,0 
Ragged righthand edge 2.6 
This Table is read: Of the group that used the percentage rating methocr,-81.2 per cent of the teachers and 
83.3 per cent of the jury members considered "uneven indentation of paragraphs ," an error; of the group that 
used the passing or failing method, 29 , 2 per cent of the teachers and 100 per cent of the jury members con-
sidered it a mailable error, 70.8 per cent of the teachers considered it an unma.ilable error, none of the 
jury members considered it an unmailable error; of the group who used the mailable copy method, 21.0 per 
cent of the teachers and 25.0 per cent of the jury members considered it an error mailable without correct-
ion; 21.0 per cent of the teachers and 25.0 per cent of the jury members considered it an error with cor-
rection; 57 .9 per cent of the teachers and 25.0 per cent of t he jury members considered it an un.mailable 
error. 
*T means per cent of teachers **J means per cent of jury members. I-' 
0 
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CHAPTER V 
SUMMARY, CONCLUSIONS, AND RECaMtAENDATIONS 
SUIIUllary 
The major objectives of this study were: 
1. To determine the subject promotion requirements for first-year 
shorthand of the Oklahoma. high school teachers. 
2. To determine bases of marking shorthand papers for the purpose 
of determining the subject promotion requirernents for first-year shorthand 
used by the Oklahoma high school teachers. 
3. To evaluate t hese bases of marking shorthand papers and the 
subject promotion requirements fo~ first-year shorthand i n t he light of 
opinions and practices of competent persons in the field. 
4. To provide data for recommendations relative to bases of markiag 
the shorthand papers that determine subject promotion requirements for 
first-year shorthand and the subject promotion requirements for the course. 
A check list concerning subject promotion requirements and the bases 
used in determining subject promotion requirements was mailed to 326 
Oklahoma high school teachers of first-year shorthand. The data obtain~d 
fr an the filled in check lists "Which were returned by 164 teachers were 
used to construct the second chapter of t his thesis. These 164 responses 
came from 68 counties of the state . 
A check list identical to the one checked by the Oklahoma high school 
teachers was mailed to 24 high school teachers who are recognized as 
"competent" or "outstanding" teachers of shorthand by shorthand experts. 
The third chapter was constructed fr om the dat a obtained !rom the 13 filled 
i n eheck lists whieh this group raturned. This group is always referred 
to in thi~ 3ti./.dy ~ "j W711 or " jury me.aber.s. 11 
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A comparison of the data obtained fr the Oklahoma high school 
shorthand teacher s with th d ta obtained from the jury constitutes the 
fourth chapter. 
Reading rate, penmanship, theory and dictation- trnnscript~qn require-
ments are the four principle divisions of tle subject around which all 
other questions are grouped. 
The study shovzs that almost one-half of the teachers had a specified 
reading rate; that a little more than one-third of this group o! teachers 
was satisfied with a lower rate th n any jury members; that the largest 
percentage of both teachers and jury .members required a rate bet een 100 
and 150 wpm.; that there was a sroall groL1p of' teachers that required a 
higher rate than any jury member; that both groups have individual reaiin 
rates which they measure by the students' longhand reading rate. 
A larger percentage of the jury members than teachers have penmanship 
requirements; a rather small group of teachers, and a larger group of jury 
members ade Order of Gregg Artist embership a requisite of the course • 
.More than a majority of both teachers and jury members required the 
students to pass a theory test; more teachers than jury members used the 
Gregg News Letter test tor this purpose. The tests used which are other 
than the Gregg News Letter Theory Application test consisted of "isolated 
words, n "sentences,'' and a combination of these two. The largest per-
cent~ge of the teachers used the nisolated word1 test, but the largest 
percentage of th~ jury used the nsentenca11 test . The teachers used 
shorter tests than the jury memb rs . Both groups dictated this test at 
various speeds, but the larger percentage of both groups dictated it a.t 
a rate higher than 10 wpm. Accuracy of less than 90 per cent was acceptable 
to a group of both teachers and jwy member s, but 90 per cent accuracy e 
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required by the largest percentage of t he teachers; a small number of 
each group required a higher grade of accuracy than 90 per cent. More 
than the majority of both the teacher s and jury members required the 
passing of more than one t heory test. 
The percentage of teachers having requirements concerning all three; 
namely, reading rate, penmanship, and t heory is the same as the percentage 
of teachers having no requirements for any of these three; the variati<>n 
between the percentage of the jury having requirements concerning these 
three and the percentage of t he jury having no requirement s for any ona 
of these three is very slight. 
The larger percentage of both teachers and jury members used a 5-
minute dictation-transcription test; both groups also used shorter tests, 
but more of the teachers t han jury members were satisfied with a shorter 
test. 
The ratio of 2 to 1 exists between the teachers and the jury members 
relative to requiring typed transcripts ; only one-third of the jury 
members required them. A larger percentage of teachers than jury members 
had a specified transcription r ate requirement on typed transcripts; so 
of the jury members had transcription r ate requirements on longhand trans-
cripts. 
A number of both groups permitted students to read their notes before 
transcribing; to use t he dictionary while transcribing; to erase on the 
transcripts, and rewrite the transcripts . A larger percentage of teachers 
than jury members gave a preview of dif ficult words, but mare jury members 
than teachers permitted erasing on the transcript and the use of the 
dictionary while transcribing . 
The 60 wpm rate of dictation was used by the majority of both teacher s 
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and jury members. A small group of both teachers and jury members used 
a rate lower than 60 wpm; the percentage of the teachers using a higher 
rate than 60 wpm as the minimum rate is slightly l arger than the percent-
age of jury members. 
About one-tenth of the teachers, but none of the jury members were 
satisfied with an accuracy of less than 95 per cent; the majority of both 
groups required a 95 per cent accuracy; a small group of teachers, but 
none of the jury members required more than 95 per cent. 
The teachers and also the jury members used all types of material 
for the dictation-transcription test. Almost an equal percentage of 
teachers and jury members used new material; a very small and almost 
equal percentage used only practiced material; a small number of each 
group used only material easier than Gregg News Letter material; a larger 
percentage of teachers than jury members used only Gregg News Letter or 
similar material. 
The percentage rating and the mailable copy method of grading the 
transcript was used by an equal number of jury members; the mailable copy 
method was used by the largest per cent of teachers. 
Among the group which based its grading of the transcript on the per-
centage rating method, there was much difference in the accuracy requir$-
ments of the teachers; there was much closer agreement among the jury 
members. One-sixth of the teachers, but none of the jury members were 
satisfied with an accuracy of less than 75 per cent; not quite one-half 
of the teachers, but two-thirds of the jury members required 95 per cent 
accuracy. 
Among the group that based its grade of the transcript on the passing 
and failing method, the average number of maximum errors allowed by the 
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teachers is 6.6; by the jury, 3. The average number of errors t hat can 
be corrected before mailing, allowed by the ~eac hers is 4.1; by the jQ-ry, 
3. The average number of unmailable errors allowed by the teachers is 
1.04; by the jury, O. 
Among the group that used the mailable copy method, the per cent 
of teachers and jury members who based their grade on a combination of 
accuracy and transcription r ate is almost equal. Only about one- fourtn 
of each group baaed its grading on other bases which were not specified. 
The average number of maximum mailable errors without correction allowed 
by the teachers is 4.6; by t he jury, 2. The average number of maximum 
errors mailable with correction allowed by the teachers is 5.3; by the 
jury, 3.5. 
lll 
Conclusions 
1. That a large group of Oklahoma high school teachers either confor m 
with or exceed the requirements set by the State Board of Education for 
first-year shorthand. 
2. That some teachers either do not have access to a State Course or 
Study or deviate either wilfully or of necessity from the requirements which 
it sets. 
J. That many teachers are eager to know how their requirements and 
practices corn.pare with that of other teachers of the state. 
4. That t he two groups of teachers, namely, the ones whose re1uire-
ments are lower and the ones whose requirements exceed those set by tha 
State Course of Study, are partially responsible for the difference of 
sh~rthand knowledge and the degree of skill with which high school stucl nts 
are equipped upon completion of the shorthand course. 
5. That the majority of high school teachers att ach more importance 
to reading ability and theory knowledge than to penmanship; that the s1 11-
ness of the number of the ones who have any penmanship requirements mar 
be partially due to the very casual reference made to it in the Course of 
.Study. 
6. That similar grades given by this group of teachers may vary in 
value because of the difference in the quality of material which the 
teachers use for the dictation-transcription test, t he manner in which 
they administer these tests, and the accuracy requirements which they 
have for them. 
7. That many of the teachers as well as the ju.ry members use moN 
than one grading method for t heir evaluation of the transcript; that 
there is much difference of opinion relative to what constitutes an error 
and the amount of penalty that should be attached to various errors. 
8. That t he avernge accuracy require ent for the dictation-trans-
cription test of the teachers i s too low judged in the light of the 
requirements of outstanding shorthand teachers . 
9. That the reason for the difference i n the r equirements relative 
to typed transcripts In.'.l.Y be partially due to the fact that the State 
Course of Study causes teachers to require them, while the jury members 
regard the first-year shorthand course as prepar atory for formal trans-
cription in the next year. 
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Recommendations 
The following recommendations appear to be warranted by the data: 
1. That some means be found either through methods courses in state 
institutions or through the State Board of Educati n to impress upon t h• 
teachers of shorthand the necessity of meeting the minimwn requirements 
as set forth in the State Course of Study. 
2. That the "specific requirements" in the State Course of Study 
state more definitely the quality of . terial that is acceptable for 
the dictation-transcription test which determines subject promotion. 
J. That the methods of administering the various shorthand tests 
be standardized and recommended by a group of authorities of experienced 
shorthand teachers. 
4 . That other studies which will .furnish additional information 
relative to the bases of marking the transcript that are used bi t eacber 
be made in order to bring about clearer understanding and more agree-
ment concerning error analysis, classification, and the amount of pen;alty 
to be attached to an error. 
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AP.Pi:XOlX 
.. 
F L~ 
Dor ____ : 
CO P Y 
oh Sprin , kl.a 
, h 14, 1942 
Have yo o :et ca wondered just h other tea.cl rs 
interpret the hortb d requir .nts set by tho St 
Course of Study'? As. a short d te Cher yon know th.1.t 
ile t quire .ent t :i&re are uite af'.init , they 
C' b ven ditte: nt interpret tions. . 
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Und r th sup rvision o! the gr du t · !. cult;y < t. • and ' · 
College, Still t r, I a study entitled, ttOkla-
h ·!1.a Hi h ehool Sub eet Pl:' otion nt .. for- irst-
y; ar Short 
I ce.rtainly preci.at ,10ur coope :tion d U 
to share these data l"ith you · n I havs all of 
th co . iled and tabulated. Pl s indie te bc1o if' 
y would like to ha e t.h.ts int'Ol" rt.ion. 
ould you ilk 
!! so. ieb 
( a) Kat l .. Thiessen 
s ~e of ~ d ta? 
.. .., • ......_..., 1 like to l v ? 
C O I? 
ush Spring i ~ School 
R h S in s,. Oklaho 
April 25, 1942 
Sh it"than.d Te :i.cher 
D r Short, Teac r: 
tu.dy, which i b 1ng e un1 the s rvision of 
te.cul.t.., t. • and Collea , St.illw ter, i to 
ll? 
• 
r:, 0 lahor:a hi b Sebool ten.cher of tirs - s or -
s 
ot it 
int re:stad in euring 
which . rt you ou1 llk 
Yours 1 ccr-e , 
and 
ich ot 
( "' sa) Ka !. Thie eA 
o! this inlor-· tion. 
h,1.v • 
Dear • 
----· 
COPY 
Rush Springs, Oklahoma 
March 28, 1942 
Under the supervision of the graduate faculty at A. and M. 
College , Stillwater, Oklahoma, I run making a study entitled, 
"Oklahoma High School Subject Promotion Requirements for 
First-Year Shorthand." 
Since I run using the normative-survey method of research, I 
am compiling my material .from a check-list which was sent to 
each Oklahoma high school teacher of first-year shorthand. 
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It is now necessary t hat I secure a jury of shorthand teachers 
who are recognized as outstanding i n their profession by 
people who are shorthand authorities. I am enclosing a copy 
of the check-list that these teachers will be asked to check. 
This is the same paper that I am using for the teachers in 
the state. 
-----
, will you please submit the names and addresses 
of two high school teachers of first-year shorthand whom I 
may ask to serve on t · s jury? 
I assure you t hat I appreciate very much your cooperation and 
hope that this study may be of some value to the shorthand 
teaching profession~ 
Sincerely yours, 
(Miss) Kate I. Thiessen 
Conunercial Instructor 
Dear 
----
COPY 
Rush Springs High School 
Rush Springs, Oklahoma 
llay 11, 1942 
_______ has suggested you as a desirable 
jury member for my study entitled, "Oklahoma High 
School Subject Promotion Requirements for First-
Year Shorthand. " 
This study is being .ma.de under the supervision of 
the graduate f aculty at A. and M. College, Stillwater, 
Oklahoma. A check-list similar to the one enclosed 
has been presented to every high school teacher of 
first-year shorthand in Oklahoma. 
The jury for this study must consist of teachers 
who are recognized as outstanding in their profession 
by shorthand authorities . iill you, therefore, please 
mark the check- list and return it in the enclosed envelope? 
If you do not teach first-year shorthand, please mark the 
check- list according to the standards that you consider 
desirable for this subject? 
---------' I realize that you are exceedingly 
busy and that your time is valuable, so I assure you 
that I shall appreciate your courtesy and cooperation 
very much . 
Yours sincerely, 
(Miss) Kate I.Thiessen 
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TABLE 1 
CLASSIFICATION OF THE 124 TEACHERS WHO GAVE COMPLETE INFORMATION RELATIVE TO METHOD USED , EXPERIENCE, SIZE rt 
SCHOOL,- AND SEX 
Method Experienced Teachers Inexperienced Teachers 
used To- Per-Large school Medium school Small School Lar ge -school Mediwn school Small school tal cen 
Yen Women Men Women :Men Women - -Men Women Men Women Men Women 
- - -
16 8 z 
. 
46.8 Combination 2 15 2 7 - -
' 
-
1 58 
Manual 5 9 6 11 1 5 - 1 - 5 - 1 44 35.1 
Functional 1 .ns 2 5 l 1 - l - 3 - - 22 17.8 
t:; 
0 
TABLE 2 
READING REQUIREMENTS AS INDICATED BY 105 TEACHERS 
Experienced Teacher 
Large School lledium School Small School 
Method llen Women Men Women Men 'lomen 
Not Not Not Not Not Not 
Yes!£ stated Yes No stated Yes No stated Yes No stated Yes No stated Yes H2. stated 
-- -- -- --
Combination 
-
2 
- 4 11 l 5 3 - 4 9 2 1 l - 6 - 1 
Manual 1 4 
-
5 4 - 3 2 ·l 6 5 - l - - 3 2 
Functional 1 - - 4 3 l 2 - - 3 2 - l - - l 
~ 
..... 
Method 
Combination 
Manual 
Functional 
TABLE 3 
READING REQU.IR.mm.NTS AS INDICATED BY 19 TEACHERS 
Large School 
Men Women 
Not Not 
Yes No stated Yes No stated 
1 
2 
1 
Inexperienced Teacher 
Medi~ School Small School 
Men Women Men women 
:Not · Not Not N~rt 
sat-Yes No stated Yes No stated Yes No stated Yes Noe' 
2 3 
5 
3 
1 
1 
~ 
TABLE 4 
READING RATE RANGE AS INDICATED BY 51 TEACHERS 
Experienced Teacher 
Method 'targe ScfiooI Medium School Small School 
Less Less Less 
than than than 
100 100-150 151-200 C.L.R.* 100 100-150 151-200 C.L.R. 100 100-150 151-200 G.L.R. 
~l:-*-;,- -
!! ! ! !I M ! r! E M Yl M ! M !! M Yl ).{ }! M !¥ M Y! ht 
- - -
Combination 
-
2 
-
2 
- - - -
2 4 ;:: 
-
1 - - - 1 4 - 2 
.anual 
-
2 1 3 - - - - l l 2 3 - 1 - 1 - l - 1 l - - 1 
Functional 
- -
1 1 
- - -
3 -
- 2 1 - - - 2 - - - l - ~ l -· 
*c .t .R. means Comparable to long hand reading rate 
** , 
M means men 
***W means women 
~ 
\.A) 
Method 
Less 
than 
100 
TABLE 5 
READING RATE RANGE AS INDICATED BY 5 TEACHERS 
Large School 
Less 
than 
Inexperienced Teacher 
Medium School 
100-150 151-200 c .L.R.* 100 lOJ-150 151-200 c.L.R. 
M~?:t-Y ! M }! y I:l M ! M ! H w !! ! 
Combination 
- - - - - - - - -
l 
Manual 
- - - - - - - - - -
Functional 
- - - - - - -
1 
- -
*C.L.R. means Compc\l'able to long hanG. reading r(l.te 
**M .oteans men 
·H->A-
w means women 
-
l 
- - - -
- - - - - -
-
Less 
than 
100 
M ! 
-
l 
-
1 
Small School 
100-150 151-200 C.L. R. 
M ! M YI !! ![ 
~ 
TABLE 6 
PENMANSHIP REQUIREMENTS AS INDICATED BY 105 TEACHERS 
Larg'3 School 
Men Women 
Not Not 
Yes No stated Yes No stated 
_...._ -----
Combination - 2 5 10 l 
· Manual 
Functional 
2 3 
- 1 
2 
l 
? -
6 1 
Experienced Teacher 
Medium School 
.Men Women 
Not Not 
Yes No stated Yes No stated 
-- ----
4 4 
3 3 
1 
7 5 3 
4 7 
3 2 
Small Se;h~l 
Yen Women 
Not Not 
Yes No stated Yes No stated 
-- -----
l 1 
1 -
- 2 
2 4 
3 2 
1 
1 
~ 
'1l 
llethod 
Combination 
Manual 
Functional 
ilen 
TABLE 7 
PENMANSHIP REQUIREMEMTS AS INDICATED BY 19 TEACHERS 
Large School 
'Tomen 
Inexperienced Teacher 
Medium School 
Jlen 'iomen 
Small School 
'len Women 
Not Not Not Not Not Not 
. Yes No stated Yes No st ated- Yes No stated Yes No stated Yes No stated Yes No stated 
-- --
1 
1 
2 
-- --
3 2 
1 4 
'l 
., 
-- --
1 -
1 
fi 
TABLE 8 
ORDER OF GREGG ARTISTS MEMBERSHIP REQUIREMENT AS INDICATED BY 105 TEACHERS 
Method I..arge School 
Men Women 
Not Not 
------~ No stated · Yes ~ stated 
Combination 
Uanual 
Functional 
2 
5 
1 
9 
8 
6 
7 
l 
2 
Experienced Teach~r 
Medium School 
Men Women 
Not Not 
~ R£ stated ~ No stated 
7 
5 
2 
1 
1 
l 11 3 
1 8 2 
5 
Small School 
Men Women 
Not Not 
Yes No stated Yes No stated 
- 2 
- l 
- l 
7 
1 4 
1 
I-' 
l'v 
--J 
TABLE 9 
ORDER OF GREGG ARTISTS ME!.IBERSH!P REQUIREMENT AS INDICATED BY 19 TEACHERS 
Method Large School 
Men Women 
Not Not 
Yes No stated Yes No stated 
---
Combination -
Manual 
Functional 
--
2 
1 
1 
Inexperienced Teacher 
Medium School 
-----Men Wo1.:en 
Not Not 
Yes No stated Yes No stated 
--
---
1 J 1 
1 3 1 
3 
Small School 
Men Women 
Not Not 
Yes No stRted Yes No state<:l 
-- --
1 
1 
..... 
~ 
TABLE 10 
GREGO NEWS LETTER TEST REQUIREMENT AS INDICATED BY 105 TEACHERS 
Experienced Teacher 
Method Large School Medium School Small School 
--··--Men Women .Men Woo.en Men '\;omen 
----- -Not Mot Not Not No-t;. Not 
Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated 
-- -- -- -- -- --
Combination 
-
2 
- 5 11 - . 3 5 - 7 8 - - 2 -
-
6 
Manual 2 3 - 1 8 - - 6 - 3 8 - - l - 2 2 1 
Fwictional 
-
l - 2 6 - - l 1 2 3 - - 1 - l 
}J 
~ 
TABLE 11 
GREGG NEWS LETTER TEST REQUI~T AS INDICATED BY 19 TEACHERS 
Methoo. 
Large School 
Men Women 
Not Not 
Yes No stated Yes No stat e~. 
--
Combinat ion -
Manual 
Functi 'Jnal 
--
2 
- 1 -
- 1 -
Inexperienced Teacher 
Medium School Small School 
Men Women .• en Women 
Not Not Not Not 
Yes No stated Yes No stated Yes No st ated Yes No stated 
-- ---
2 3 
5 
3 
----- ---
l 
1 
~ 
Method 
C ombinati ')il 
Manual 
Fwiction 
TABLE 12 
THEORY TEST REQUIRID!ENT OTHER THAU GREGG NEWS LETTER 
AS INDICATED BY 105 TEACHERS 
Experienced Teacher 
Large School Medium School Small School 
Men 
Not Yes No stated 
1 1 
3 2 
- 1 
Wornen 
?,Jot · 
Yes Mo st.at ed 
12 4 
8 1 
6 1 l 
Men Women 
Not Not Yes No stated Yes No st.ated 
6 2 
2 4 
1 1 
10 2 3 
7 4 
1 3 1 
lien Women 
Not Not Yes No stated Yes No stated 
- l 1 
- 1 
- 1 
4 2 1 
2 2 1 
1 
~ 
TABLE 13 
THEORY TEST REQUIREMENT OTHER THAN GRmG 
NEWS LETTER AS INDICATED BY 19 TEACHERS 
Large School 
Method 
Men Women 
Not Not 
Yes No stated Yes No stat ed 
--
Combination -
Manual 
Functional 
--
2 -
1 -
- l 
Inexperienced Teacher 
Medium School 
)(en Women 
Not Not 
Yes No stated Yes No stated 
-- --
3 2 
2 3 
1 2 
Small School 
Men Women 
Not Not 
Yes No stated Yes No stated 
-- --
1 
1 
t,..I 
~ 
TABLE 14 
TERIAL CONTENT OF THEORY TEST ·OTHEn THAN GR.EOG 
AS INDICATED BY 61 TEACHERS 
Experienced Teacher 
Large School edi um School 
Combination 
Uanual 
Functional 
Word Sen* 0 
--
2 
* Sen means sentence 
1 
** ' Com means combinat ion 
Women 
ord Sen Com 
4 
/. .. j. 
7 
l 
5 
.en women 
ord Sen Com Word Sen Com 
--
__.... ......... ._......... 
3 - 3 5 2 2 
l 1 
- l+ - J 
l 
- - -
1 
S LET'l'BR 
Small School 
Men ,_,om.en 
Word Sen Co 
.......... ----- - ...,_..... ------
-
2 
1 
1 
1 
2 
~ 
\u 
TABLE 15 , 
MATERIAL CONTENT OF THECRY TEST OTHER THAN GREGG NEWS 
LETTER AS INDICATED BY 10 TEACHERS 
Method 
Combination 
Yanual 
Functional 
Large School 
Men Women 
~ 2!,!!* ~~ Word ~ ~ 
1 l 
1 
* Sen means sentence 
** Com means combination 
Inexperienced Teacher 
Medium School Small School 
Men Women Men Women 
Word Sen Com Word Sen Com Word Sen Com Word Sen Com 
----- ..--- --- ---- -- --
2 
2 
1 
1 1 
..., 
\Ji) 
~ 
I 
TABLE 16 
NUMBER OF r!ORDS I N THEORY APPLICATI ON TEST AS I NDICATED BY 51 TEACHERS 
tothod Less 
Used than 
100 
M*~ 
Combination 
- 3 
Manual 2 2 
Functional 
- -
* M means Men. 
** W means Women. 
Large School 
More 
100 than 
100 
.JL ..lL .1L -1L 
- 3 - 3 
l 4 - 1 
... 2 
-
2 
F~t:perienced Teacher 
Mediwn School 
Less \fore Less 
t han 100 than than 
100 100 100 
--1l.. .JL .JL_JL .JL ..1L -1L .1L 
-
-
3 3 2 5 -- 2 
- --
1 3 - 3 - 1 
_, 
-
1 1 
Sm.all School 
}fore 
100 than 
100 
.JL w .lL -1L 
- -- -
2 
-
1 
I-' 
v.) 
VI 
.ethod 
Used 
Combi nation 
nual 
Functional 
TABLE 17 
NUMBER OF WORDS IN THEORY APPLICATION TEST AS I NDICATED BY 9 TEACHERS 
Inexperienced Teacher 
Less 
than 
100 
Large School 
100 
.ore 
t han 
100 
M VI M W M t 
_....,_ -- _..........._ 
1 l 
1 
Medium School 
Less 
than 
100 
-=- -1L 
1 
100 
2 
2 
More 
than 
100 
.1L ..JL 
Less 
than 
100 
Small School 
100 
:ore 
than 
100 
-1L ..1L .JL ..11.... .JL JL 
1 
.... 
\.I.) 
°' 
Method 
Used 
Combination 
:Manual 
Functional 
TABLE 18 
NUMBER OF WORDS PER MINUTE DICTATION. RATE FOR THEORY APPLICATION TEST AS I NDICATED 
BY 50 TEACHERS 
Experienced Teacher 
Large School Medium School Sl!lall School 
10 
1 
Men 
More 
than 
10 
l 
1 
Women 
10 
2 
3 
Hore 
than 
10 
8 
4 
3 
10 
l 
Men 
More 
than 
10 
6 
2 
.1 
Women 
10 
1 
2 
More 
than 
10 
4 
3 
-
10 
Hen 
Uore 
than 
10 
Women 
10 
l 
More 
than 
10 
3 
3 
t,-t 
\,.) 
....J 
Method 
Used 
Combination 
Manual 
Functional 
TABLE 19 
NUMBER OF WORDS PER MI NUTE DICTATION RATZ FOR THEORY APPLICATION TEST AS INDI CATED 
BY 9 TEACHERS 
Inexperienced Teacher 
Large School Mediut:1 School Small School 
Men 
.ore 
10 than 
10 
Women 
10 
1 
More 
than 
10 
l 
1 
Men 
More 
10 than 
10 
l 
' 
Women 
More 
10 than 
10 
1 l 
2 
Men 
Mor e 
10 than 
10 
.. 
vomen 
Mor e 
10 than 
10 
1 
,_, 
\.;) 
~ 
TABLE 20 
PER CENT OF ACCURACY tUI.IU.:_.ENT FOR THLO!"~Y APPLICATION TEST AS 
Experienced Teacher 
Laree School Medium School 
Method Men Women Men Y:Omen 
Used 
Eess More Less Hore Less More Less More 
thm 90 tha.n than 90 than than 90 than than 90 tha.n 
90 90 90 90 90 90 90 90 
-- -- -- --
Combination 1 
- - 4 6 2 - 5 3 4 5 2 
lJ.anua.l 3 
- -
l .3 5 l - - 4 3 l 
Functional 
- - -
2 l 2 1 
- - - 3 
ICATED BY 71 TEACHEf.S 
Small School 
Men Women 
Less More Less Uore 
than 90 than than 90 t t.an 
90 90 90 90 
--- --·-
- -
-
- 3 2 
- - -
2 1 
I-' 
\,) 
"° 
TABLE 21 
rER CENf OF ACCURACY REQUI RJ<?.$.N'f FOR 1.'llliORY APPLICATION TEST AS I NDICATED BY 9 TEACHERS 
.ethod 
Used 
Combination 
'anuaJ. 
Functional 
Large School 
Men 
Less More 
than 90 than 
90 90 
----
Women 
Less More 
than 90 than 
90 90 
-----
1 1 
1 
Inex:perienced Teacher 
".edium School 
Men 
Less More 
than 90 t han 
90 90 
-- ----
Women 
Less More 
than 90 than 
90 90 
--- -- -----
l 2 
2 
Small School 
Men 
Less More 
than 90 than 
90 90 
---
Women 
Less More 
than 90 than 
90 90 
---
1 
~ 
Method 
Used 
Combination 
Manual 
Funct ional 
!! 
TABLE 22 
THEORY APPLICATI ON TEST 1...~ST BE PASSED 1.!0RE THAN ONCE AS INDICATED BY 75 TEACHERS 
Yes 
3 
l1en 
No 
l 
1 
Large School 
-
Women 
Not 
Sta-
ted 
Yes 
8 
3 
2 
No 
4 
6 
2 
Not 
Sta-
ted 
1 
2 
Experienced Teacher 
Medium School 
Yes 
4 
2 
l 
:Men 
No 
2 
Not 
Sta-
ted 
1 
Yes 
7 
4 
2 
Women 
No 
4 
3 
1 
Not 
3ta-
ted 
l 
1 
Men 
Yes No 
Small School 
Not 
Sta-
ted 
Yes 
2 
3 
Women 
No 
3 
Not 
Sta-
ted 
1 
E 
.ethod 
Used 
Combination 
lfa.nuru. 
Functional 
TABLE 23 
'HEORY APPUCATION TEST M"JST BE PASSED ,JORE THAN ONCE AS I:IDICATED BY 10 TEACHERS 
Inexperienced Teacher 
Lnrge School 
Men 
Not 
Yes No Sta-
ted 
omen 
Not 
Yes No Sta-
ted 
2 
l 
Medium School 
Men 
Not 
Yes No Sta-
ted 
Women 
Not 
Yes Mo Sta-
ted 
2 
2 
1 
1 
Small School 
lien Women 
Not Not 
Yes No Sta- Yes No Sta-
ted ted 
1 
t 
Method 
Used 
Combinat,ion 
,Ual 
Functional 
TABLE 24 
LENGTH OF DICTATION- TRANSCRIPTION TEST IN MINUTES AS INDICATED BY 100 TEACHERS 
Experienced Teacher 
Large School Medium School Small School 
Men omen .en omen Men omen 
Less More Less More Less More Less More Less Uore Less Uore 
than 5 than than 5 than than 5 than than 5 than than 5 than than 5 than 
5 5 5 5 5 5 5 5 5 5 5 5 
--- ------
------ --- ------ ------. . 
-
,.. 
- .3 12 1 1 7 - 3 9 1 - 2 - - 5 ~ 
l 4 - 3 6 - 2 .3 - 2 9 - - - 1 2 J 
-
l - 1 7 
-
1 1 
- - 5 - - 1 - 1 
1--' 
t; 
Method 
Used 
CoJ11bination 
Manua.J. 
Functional 
TABLE 25 
LENGTH OF D!CTATI ON-TRANSCRIPTIOM TEST IIJ llilIDTES AS I NDICATED BY 17 TEACHERS 
Men 
Less 
than 5 
5 
Inexperienced Teacher 
Large School 
More 
than 
5 
Women 
Less 
than 5 
5 
2 
1 
1 
.ore 
than 
5 
Medium School 
Men 
Less 
than 5 
5 
More 
than 
Women 
Less 
than 5 
5 
2 
5 
2 
2 
.... ore 
than 
5 
Men 
Less 
than 5 
5 
1 
Small School 
Women 
More 
than 
5 
Less 
than 
5 
1 
More 
5 than 
5 
f 
TABLE 26 
NUMBER 01" WORDS PER MINUTE DICTATION RATE FOR DICTATION-TRANSCRIPTION T1ST AS INDICATED 
BY 96 TEACHR.l'.J.S 
Experienced Teacher 
Large School Medium School Small School 
rethod Men Women Men Women Men Women 
Used 
-
Less More Less More Less More Less More Less More Less More 
than 60 than than 60 than than 60 than than 60 than than 6v than than 60 than 
60 60 60 60 60 60 60 60 60 60 60 60 
--· - -- - - --- -- --- - --- ---
Combination 
-
2 
- 3 6 7 1 1 5 l 9 3 1 1 - 2 2 3 
Manual 
-
3 2 l 6 l l 2 2 1 7 2 -· l - 1 2 2 
Functional 
- - - -
7 l - 1 l - 3 1 - - - - - l 
I-' 
.f:--
\1'1 
TABLE 27 
NU'ifilER OF V10RDS PER MINUTE D!f'.TATION RA.TE FOR DICTATION-TRANSCRIPTION TEST AS nroICilTED 
BY 18 TEACHERS 
Method 
Used 
Combination 
anual 
Functional 
Inexperienced Teacher 
Large School Medium School 
Men Women Men Women 
Less More Lese More Less More Less More 
than 60 than than 60 than than 60 than than 60 than 
60 60 60 60 60 60 60 60 
--- --· - -- --
- - -
- 2 - - - - - 3 2 
- - - - -
l 
- - - -
l 4 
- - - - -
1 
- - -
1 
-
l 
Small School 
Men 
Less More 
than 60 than 
60 60 
---
omen 
Less More 
t han 60 than 
60 60 
---.- --
1 
1 
f; 
TABLE 28 
TYPED TRANSCRIPT R.EQUIRl~T AS I NDICATED BY 105 TEACHERS 
Method 
Used 
.en 
Large School 
Women 
Not Not 
Yes No Sta- Yes lfo Sta-
Combination l 
Manual 
Functional 
4 
l 
l 
l 
ted ted 
12 4 
5 3 
3 5 
1 
Experienced Teacher 
Medium School 
en Women 
Not Not 
Yes No Sta- Yes No Sta-
7 
6 
2 
l 
ted ted 
-
12 2 
10 1 
2 3 
l 
Small School 
Men Women 
?lot Not 
Yes No Sta- Yes · No Sta-
2 
l 
l 
ted ted 
5 
2 
1 
2 
2 1 
~ 
Method 
Used 
Combination 
1~anual 
Functional 
'•.1en 
Yes No 
TABLE 29 
TYPED TRANSCRIPT REQUIREMENT AS INDICATED BY 19 TEACHERS 
Inexperienced Teache~ 
Large School 
Not 
Sta-
ted 
Women 
.Not 
Yes No Sta-
ted 
2 
1 
1 
Medium School 
Men 
Yes I'lo 
-
-
-
Women 
Not 
Sta.- Yes No 
ted 
--
4 
2 
1 
l 
Not 
Sta-
ted 
Small School 
Men 
Not 
Yes No Sta-
ted 
omen 
Not 
Yes No Sta-
ted 
1 
1 
- . 
I-'_ 
~ 
00. 
TABLE .30 
ION RA.TB REQu~~ AS INDICATi D BY 105 TEACHERS 
Experienced Teacher 
Large School Medium School Small School 
:et hod Men Women Men Women Uen ' Women 
Used 
Not Not Not Not Not Not 
Yes No Sta- Yes No St a- Yes No Sta- Yes No Sta.- Yes No Sta- Yes No Sta.-
ted ted ted ted ted ted 
-
Combinati on 2 ._ 
- 5 10 1 4 4 - 3 8 4 - l 1 4 2 1 
1 3 2 
- 4 5 - 3 3 - 3 8 - - l - l 4 
Funct ional 
-
1 
-
2 5 1 1 l - 3 2 - 1 - - - l 
.... 
to 
:Method 
Used 
Combination 
Manual 
Functional 
Yen 
Yes No 
TABLE 31 
TRANSCRIPTION RATE REQUIREMENT AS INDICATED BY 19 TEACHERS 
Inexperienced Teacher 
Large School 
Women 
Not 
Sta- Yes 
ted 
No 
-
2 
1 
Not 
Sta-
ted 
-
1 
Yes 
---
Medium School 
Men 
Not 
No Sta-
ted 
- -
Yes 
-
3 
1 
Women 
No 
-
2 
4 
3 
Not 
Sta-
ted 
---
Yes 
-
Men 
Mo 
--
Small School 
Not 
Sta- Yes 
ted 
~ 
... 
Women 
No 
l 
1 
Not 
Sta-
ted 
.... 
'<S 
TABLE 32 
NUMBER OF .K,RD3 PER MINUTE TKAUSCRIPTION RATE REQUIP..E:.i!EIIT AS INDICATED BY 31 TEACHERS 
Experienced Teacher 
Large School Medium School Small School 
Method Men Women Mon Women Alen Women 
Used 
-
Less More Less 1Iore Less llore Less ?.!ore Less More Less More 
than 20 than than 20 than than 20 than than 20 than t han 20 than than 20 than 
20 20 20 20 20 20 20 20 20 20 20 20 
- ·-- -- --- --- --- --
Combination 1 1 
-
3 
-
l 
-
1 2 
-
1 2 
:a.nu.al 2 
-
1 
-
2 1 1 1 1 1 l l 
Functional 
- - -
1 
- - - -
l 3 - - - - - - 1 1 
1--' 
VI 
I-' 
TABLE 33 
NUMBER OF \;ORDS NUTE TRANSCRIPTION RAT:; REC'l~I REllENT 1\S I NDICAT~.D BY 1 TEACHER 
Method 
Used 
Combination 
'~nual 
Functional 
Lr.rge School 
!.:en 
Less A.tore 
than 20 t han 
20 20 
---
orr:.en 
Less More 
than 20 than 
20 20 
--- --
Inexperienced Teaeher 
edium School 
Men 
Less More 
than 20 than 
20 20 
--
-
omen 
Less More 
than 20 than 
20 20 
-----
l 
Small School 
Hen 
Less More 
than 20 than 
20 20 
--
.Women 
Less !lore 
than 20 than 
20 20 
--- --
~ 
V, 
I\) 
Method 
Used 
Combination 
Manual 
Functional 
TABLE 34 
PZR CENT OF .lCCURACY :?2:JUIBE,Sh TR.\I!SCRIPTS AS nmICATED BY 94 TEACHERS 
Large School 
Men Women 
Less More Less More 
han 95 than than 95 t han 
95 95 95 95 
-- ----
-
2 
-
l 14 
-
4 - l 6 l 
-
l 
-
l 7 
Experienced Teacher 
Mediwn School 
Men 
Less More 
than 95 than 
95 95 
----
7 1 
l 4 
2 
Women 
Less More 
than 95 than 
95 95 
---
1 ll 
- 11 
3 
Small School 
Men 
Less More 
t han 95 than 
95 95 
----
l 1 
l 
';';omen 
Less More 
than 95 than 
95 95 
-----
1 6 
4 
1 
...., 
Vl 
\.I.) 
t!ethod 
Used 
Combination 
Manual 
Functional 
TABLE 35 
PER CENT OF .ACCURACY REQUIREI.1ENT IN x:JmSCRIPTS AC INDI CATED BY 14 TEACHERS 
Large School 
Men 
esa More 
than 95 than 
95 95 
Wc.r:ien 
Less More 
tha.n 95 than 
9.5 95 
---
l 
l 
Inexperienced Teacher 
Medium School 
Men 
Less L.ore 
than 95 than 
95 95 
- - ----
Women 
Less }fore 
than 9'.> than 
95 95 
-·- - - -
2 3 
l 3 
,,, 
,._ 
Sil'.ail School 
Yen 
Less !:ore 
than 95 than 
95 95 
-- -- --
Wow.en 
Less More 
than 95 than 
95 95 
--- --
1 
.... 
I-' 
Vt 
~ 
TABLE 36 
QUALITY OF l!AT~Ri AL USED AS Il~DICAT£D BY 105 TEACHERS 
# 
t:ethod 
Used 
_L 
gl[ 
Large School 
_g_ .JL .JL ...L 
- Y1 !4 ! M !Y w bi! 
Combi nation l 11 - 6 l 11 l 6 - 6 - 3 
Manual 
Functiotinl 
5 6 3 3 5 7 4 4 2 5 3 2 
- ? - .- 1 3 - 1 - 1 
Experienced Teacher 
:ediwn School 
_A_ .JL _g_ .JL E L 
M !L M Yi M I!. M !l M ! 1! YI 
1 8 2 l 7 10 l 4 1 3 - l 
3 6 3 3 1 5 2 4 3 2 2 1 
- 4 - 2 2 4 - 2 - - 2 
Small School 
_A_ .JL _g_ .JL l F ..,,..._ 
J!! ME M:i! ME !!Y! MV\ 
~ - 2 2 7 l 4 - 3 - 2 
- 1 - l 1 2 - l 
l 1 - l - l - 1 , 
- .l 
....... 
~, 
°' 
TABLE 37 
QUALI1'Y OF 11:ATER!AL USED AS I NDICATED BY 19 TEACHERS 
Largo School 
A B C D E F 
Method 
Used 
MW MW ll w U V'1 MW MW 
Co.r.lbL"lC.tion - 2 - l - 2 - 2 - 2 - 2 
lla.nual 
Functional 
- 1 - 1 ...; 1 ;... 1 - - - -
...; l 
Inexperienced Teacher 
Medium School 
A B C D E I<' A B 
MW MW M W MW MW M vr MW MW 
- 3 - - 2 - 2 ~ 1 - 2 - l - 1 
- 2 - 2 - 4 ... 2 -- 1 
- 1 - 2 - 3 - 2 - 2 - 2 
Small School 
C D E F 
}! i-; M Vi uw MW 
...... 
~ 
TABLE 38 
PREVIE\7 OF DIFFICULT ""ORDS GIVEN BEFORE DICTATING TRANSCRi f-'rION T:EST AS I NDICAT.ED BY 105 TEACHERS 
Large School 
ethod 
Used 
,n.en 
Not 
Yes No Sta-
ted 
Combination l 1 
2 .anual 
Functional 
3 
1 
Women 
Not 
Yes No Sta-
ted 
9 
6 
4 
6 
.3 
3 
1 
l 
Experienced Teacher 
Mediwn School 
.en 
Not 
Yes No Sta-
ted 
5 
3 
1 
3 
3 
l 
Women 
Not 
Yes No sta-
ted 
12 2 
6 4 
3 2 
l 
1 
Small School 
Men 
Not 
Yes No Sta-
ted 
1 1 
1 
1 
\7omen 
Not 
Yes No Sta-
ted 
5 
5 
1 
2 l 
I-' 
~ 
TABLE 39 
PREVIEvV OF DIFFICULT WORDS GIVEN BEFORE DICTATI NG TRANSCRIPTION TE0T AS 
Method 
Used 
Combination 
Ma.nutl 
Functional 
Inexperienced Teacher 
Large School 
Men Women 
Not Not 
Yes No Sta- Yes No Sta-
ted t ed 
1 1 
l 
1 
Medium School 
Men v:omen 
Not Not 
Yes No Sta- Yes No Sta-
ted ted 
3 
3 
l 
2 
2 
2 
ICAT"""&) BY 19 TEACHERS 
Small School 
Men Women 
Not Not 
Yes No Sta- Yes No Sta-
ted t ed 
1 
l 
.... 
V, 
°* 
TABLE 40 
STUDENTS MAY READ NOTES BEFOP.E TRANSCRIBING AS INDICATED BY 105 TEACHERS 
Large School 
thod 
Used Men 
ot 
Yes No Sta-
ted 
Combination 1 1 
3 .ual 
Functional 
2 
l 
VJomen 
Not 
Yes No Sta-
ted 
12 4 
6 2 
5 2 
l 
1 
Experienced Teachers 
Medium School 
Uen 
Mot 
Yes No sta-
ted 
4 
4 
2 
4 
2 
,Vomen 
not 
Yes No Sta-
ted 
9 
6 
2 
5 
4 
3 
l 
1 
S.mall School 
Hen 
liot 
·yes No Sta-
ted 
2 
l 
l .l 
Women 
Not 
Yes No Sta-
ted 
5 
3 
2 
l 
l 
l 
.... 
Vt 
'° 
'fothod 
Used 
Combination 
Manual 
Functional 
Yes 
-
-
-
TABLE 41 
STUDENTS MAY READ NOTES BEFORE TRANSCRIBING AS I NDICATED BY 19 TEACHERS 
Inexperienced Teacher 
Large School Medium School Small Sch6ol 
Men Wor.ien Men Women Men Women_, 
Not Not Not Not Not Not 
No Sta- Yes No Sta- Yes No Sta- Yes No Sta- Yes No Sta- Yes No Sta-
ted t ed ted ted ted ted 
-
- -
1 1 
- - - -
4 1 
- - - -
l 
- -
1 
- - - - - 5 - - - - - 1 
- - - -
1 
- - -
2 1 
f-J g, 
Method 
Used 
Combination 
Manual 
Functional 
TABLE 42 
STUDENTS MAY USE DICTIONARY WHILE TRANSCRIBING AS INDICATED BY l05 TEACHERS 
Experienced Teacher 
Large School Medium School Small School 
Men Women Men Women Men Women 
Not Not Not Not Not Not 
Yes No Sta- Yes No Sta- Yes No Sta- Yes No Sta- Yes No Sta,- Yes No Sta-
tad ted ted ted ted ted 
------ -
2 
- -
12 4 
-
4 3 l 12 3 - - 2 - 5 1 1 
4 1 - 7 - 2 3 3 - 8 3 - - l - 3 1 l 
1 
- -
7 - 1 2 - - 4 1 - 1 - - 1 
I-' 
0,. 
..... 
Method 
Used 
Combination 
.anual 
Functional 
TABLE 4:3 
STUDENTS MAY USE DICTIONARY WHILE TRANSCRIBING AS INDICATED BY 19 TEACHERS 
Yes 
-
Large School 
Men 
No 
-
Not 
Sta-
ted 
-
Yes 
-
2 
1 
Inexperienced Teacher 
Medium. School 
Women Men 
Not Not 
No Sta- Yes No Sta-
ted ted 
-- - - -
l 
Yes 
-
4 
5 
3 
jypmen.~~-
Not 
No sta-
t ed 
- --
1 
Small School 
__ Men 
not 
Yes No Sta-
ted 
- -
_ Women. 
Yes 
l 
1 
No 
Not 
Sta-
ted 
.... 
"' I\) 
TABLE 45 
ERASURES ON TRAMSCRIPTS ARE PERMITTED ~ 
AS INDICATED BY 105 TEACHERS 
Experienced Teacher 
Method 
Large School Medium School .. ~mall School 
)(en Women Men Worne1 .en Women 
Not Not Not Not Not Not 
Yes No stated Yes No sta ted Yes No stated Yes No stated Yes No stated Yes No stated 
-- --
Combination 2 
- - l4 l 
Manl!.8.1 5 - - 7 1 
Functional 1 
- - 5 1 
1 
l 
2 
8 
5 1 
2 
--
14 - 1 
9 2 
5 -
-- --
1 1 
1 -
1 -
6 1 
2 2 
1 -
l 
i,..t 
~ 
TABLE 46 
ERASURES ON TRANSCRIPTS ARE PERMITTED 
AS INDICAT1i:D BY 19 TEACHERS 
Inexperienced Teacher 
Method Large School Medium School Small School 
Men 
Wot 
Yes No stated 
-------
Combination -
Manual 
Fu.nction~l -
Women 
rot 
Yes No stated 
--
2 
1 
l 
Men 
Not 
Yes No stated 
-----
Women Men Women 
Not Not Not 
Yes No stated Yes No stated Yes No stated 
--
5 
4 l 
2 l 
-- --
l 
1 
I-' 
f: 
TABLE 47 
REWRITING TRANSCRIPT IS PERUITTED AS 
INDICATED BY 105 TEACHERS 
Method Large School 
llen Women 
Not Not 
Yes No stated Yes No st~ted 
- - - ..,._, 
Combination - 2 4 12 -
1 6 2 
2 4 2 
Manual 4 l 
Functional l 
Experienced Teacher 
Medium School 
Men Women 
Not Mot 
Yes No stated Yes No stated 
3 5 
5 1 
2 
--
6 9 
5 6 
3 2 
-
-
-
'· 
Small School 
en omen 
Not Not 
Yes No stated Yes No stated 
-- --
-
2 
-
6 1 
-
1 
-
1 3 1 
1 
- - -
1 
~ 
VI 
TABLE 48 
RE\S'RITING TRA11SCRIPT IS PERI.UTTED AS 
INDICATED BY 19 TEACHERS 
Inexperienced Teacher 
Method Large School 
Yen 
Not 
Yes No stated 
--------
Combination -
Manual 
Functional -
Women 
Not 
Yes No stated 
--
2 
1 
l 
Medium School 
en Women 
Not Not 
Yes No stated Yes No stated 
-- --
1 4 
l 4 
1 2 
Small School 
Men Women 
Not Not 
Yes No st ated Yes No stated 
-- --
1 
1 
,,., 
~ 
CHECK -- LIST 
Shorthand Method 
Please check the method which you use: Manual~ Functional 
Direct Method Combination of methods 
Please check this list to indicate your minwnum requirements for SUBJECT 
PROMOTION from~-~ SHORTHAND and indicate the bases of marking 
the papers that determine this promotion. 
I. Reading~ Penmanship Requirements 
1. Do you require a specified reading rate? Yes No 
2. What reading rate do you require?-·~--~--~~--~~~ 
.3. Must the students meet specified penmanship requirements? Yes No __ 
4. Must they qualify for O. G. A. membership? Yes No 
II. Administering~ Theory Application~ 
l , Is passing the Theory Application Test as contained in the Gregg News 
Letter required? Yes No 
2. Do you require the passing of some other theory test? Yes No 
If so, how many words does it contain? Is this a word or a 
sentence test? 
3, At what rate per minute do you dictate this test?~~~~-
.. ~. What per cent of accuracy do you require? 
?, Must the student pass this test more than once? Yes_..._ No 
III. ~dministering ~ Dictation-Transcription Test 
L Is a. five-minute continuous dictation test required? Yes _ No 
2. 
3, 
4: 
5. 
6. 
If not, what length continuous dictation test is required? 
At what rate do you dictate this test? 
Do you require typed transcripts? Yes___ No 
Do you have transcription rate requirements? Yes--- No ___ 
What is your transcription rate req~irement? 
Do you require a 95% accuracy in tr:1.nscripts? Yes No_ 
(With a 95% accuracy we mean 5 errors to each 100 woi'=ds.) If not, what 
per cent of accuracy is required? 
7. What quality of material is used: Yes No 
A. New Gregg News Letter material? --.,,.----------------
B. Practiced Gregg News Letter Material? 
C. New material similar to Gregg News Letter:_~-------------~~· 
D. Practiced material similar to Gregg News Letter? ________ :_~-~ 
E. New material easier than Gregg ~ews Letter? 
F. Practiced material easier than Gregg News Letter?_~--=---............. ---~ 
8. Do you give a preview of difficult vords before dictating test? 
9. Are students permitted to read note~ before transcribing? 
10. Are students permitted to use dictionary while transcribing? 
11. Are students permitted to erase? 
12. Do you permit students to rewrite t!'anscript? 
IV. Measures Used to Determine The Achievements of The Students 
A. The P~ntige Rating System - -
Please check either the first or second column on the next page 
sheet if you use this system. 
What per cent of accuracy is required for passing? 
B. ~ Passing 2!:. Failing System 
If you base your requirements ~or subject promotion on this 
system, _please indicate on the next page which you consider mailable 
and which unmailable errors. 
a. What is the maximum number of errors that a letter can have 
to be passing? 
b. How many of these may be errors which can be corrected be-
fore mailing? 
c. How many of these may be errors which are considered unmaiJ .. 
able errors? 
C. Mailable ££Bl System 
If you base your requirements for promotion on mailable matter, 
check whether you consider that the listed errors make the material 
mailable, mailable with correction, or unrnailable. 
a. Do you base your grade on accuracy only? 
b. Do you base your grade on a composite requirement in 
accuracy and transcription rate? 
c. What is the maximum number of mailable errors per 100 words 
allowed for minimum passing mark? 
d. What is the maximum number of mailable errors with correction, 
allowed for a minimum pass:ng mark? 
D. Other System (Please name and state procedure if you use a system not 
names. 
fnis part of the check-list deals with only the 
d~ctation-transcription test s . Please Check 
Only That Di vision ·:Jhich Represents Your System 
Of Marking. 
Please insert items which are not listed but 
which you consider in grading. 
1. Uneven indentation of paragraphs 
2. Two spaces between words 
. Incorrect s acin after unctuation 
. Neat erasures 
Careless erasures 
Transposition which changes context 
7. Transposition which does not chan~e context 
t1. Wrong word which changes context 
9. Wrong word which does not change context 
10. Omission which changes context 
11. Omission which does not chano-e context 
12. Inserted word which ehan~es con.te.EL._ 
13. Inserted word which does not change context 
14. Misspelled word 
15. Syllabication 
lb. Strikeover 
1~. · T~·1105raEhical error 1 • Punctuation which changes context 
19. Punctuation which does not change context 
120. Poor placement on page 
~l. Capitalization 
22. Word re eated 
2}. ParagraQhin · 2tt. Abbreviations where word should be spelled 
2~. 
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SHORTll ND AUTHOHITIES iHO /ERE ASKED TO SUBMIT NAMES OF HIGH SCHOOL TB C 
WHClt THEY CONSIDERED ncoMPE"l'ENT" OR "OUTSTANDI G" SHORTHAND TEACHERS 
1. Mr. Clyde I . Bl anchard, anaging Editor 
Gregg Publishing Company 
270 Madison Avenue 
New York., New York 
2. Dr. E. G. Blackstone 
University of Southern Calif rnia 
Los Angeles ., California 
J. · ss Ann Brewington 
4. 
5. 
6. 
7. 
8 . 
9. 
10. 
11. 
Assistant Professor of Business Education 
The University of Chicago 
School of Business 
Chicago, Illinois 
Miss Helen i. Evans 
Gregg College 
Chicago, Illinois 
Dr. Hamden L. Forkner 
Teachers College 
Columbia University 
New York, New York 
Dr. John Robert Gregg 
270 Madison t~venue 
New York, New Yor k 
Mr. W. W. Lewis 
Gregg College 
Chicago, Illinois 
Ur . Louis A. Leslie, Vice President 
Gregg Publishing Company 
270 Madison Avenue 
New York, New York 
Dr. Paul Lomax, Chairman 
Business Education 
New York University 
New York, New York 
Mr. R. R. Masterson 
San Angelo College 
San Angelo., Texas 
Mr. Char l es G. Reigner, President 
The H. M. Rowe Company 
Balt imore, Maryland 
12 • .Miss Helen Reynolds 
Assistant Professor of Education 
New York University 
New York, New York 
13. Miss Eleanor Skimin 
Northern High School 
Detroit, ichigan 
14. Mrs . Esta Ross Stuart 
University of California 
308 Haviland Hall 
Berkeley, California 
15. Dr . owena Wellman 
Associate Professor 
Kansas State Teachers College 
Pittsburg, Kansas 
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